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Mission

North Police Department
North, South Carolina

The North Police Department ensures the safety and security of the corporate
limits and other town property of the Town of North and surrounding
community. It assists other federal, state, county and local law enforcement, and
other agencies as required and appropriate.

North Police provide fair and equitable treatment to all persons regardless of
race, gender, ethnicity, religion, or sexual orientation and enforce federal, state
and local laws with impartiality and integrity.

Adopted: March 2003
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Directive Type
General Order

Subject
Definitions

North

Police Department

Effective Date Number

April 1, 2004 1.1.1
Amends/Supersedes
April 1, 2003

Related Standards/Statutes/References/Policies

CALEA Chapter 1

Distribution
All Personnel

l. Purpose

Re-Evaluation Pages

Annual 19

To establish definitions of the Policy and Procedure Manual for the North Police
Department and its employees.

Il. Policy

It is the policy of the North Police Department to establish guidelines and purposes to
provide adequate definitions of the terminology used in this manual. For purposes of
this manual, the definitions are inclusive of supplemental language as defined by this

chapter.
I1. Definitions

Academy

Accident Report

Active Duty

Active Duty for Training

The South Carolina Department of Public Safety,
Criminal Justice Academy Division.

Required of the investigating officer conducting an
accident investigation in accordance with North Police
Department procedures.

Full-time duty in the active military service of the
United States. It includes full-time training duty, annual
training duty, and attendance, while in the active
military service, at a school designated as a service
school by law or by the secretary of the military
department concerned.

Temporary active duty involving an actual training
situation.



Acts Prohibited

Administration

Administrative Procedure

Annual Report

Area Patrol

Arrest

Biased-Based Policing

Bicycle Pursuit

Bond Hearing Request Form

To cause physical harm or injury to his or her family or
household member, offer or attempt to cause physical
harm or injury to his or her family or household member
with the apparent present ability and under
circumstances reasonably creating fear of imminent
peril.

All officers holding the rank above Sergeant and
including administrative support staff.

Generally outlined methods in areas of administration
for which the entire Department as a whole is
responsible, such as organization, fiscal management,
data management, personnel, and training.

A detailed Department report published yearly that
highlights the prior year’s data and statistics.

An officer patrols a specified area to detect violators.

To deprive a person of his liberty, by legal authority,
for the purpose of holding or detaining him to answer a
criminal charge. Arrest involves: (1) the authority to
arrest; (2) the assertion of that authority with the intent
to effect an arrest; (3) and the restraint of the person to
be arrested.

The stopping and detention of a person/motorist and/or
the searching of a vehicle or persons based solely on a
common trait of a group. This includes but is not
limited to the individual’s race, ethnicity, gender,
sexual orientation, age religion, cultural group, and/or
socioeconomic status.

An attempt by an officer on bicycle to apprehend a
suspect who is attempting to avoid apprehension on
foot, on bicycle or any means other than a motor
vehicle.

On every arrest where an adult subject is jailed, a Bond
Hearing Request Form shall be completed by the
arresting officer. As the officer ordinarily does not see
the judge prior to setting a bond, this form is used to
advise the judge with the information necessary to make
appropriate bond decisions. The form will advise the
judge which jail the subject is in, the defendant's name,
address and date of birth, charges and unusual
circumstances the officer wants the judge to consider in
setting the bond.



Booking Report

Case "Administratively
(Admin.) Closed"

Case "Cleared by Arrest"

Case "Cleared Unfounded"

Case "Exceptionally
Cleared"

Chain of Custody

A Department report that reflects data that includes
personal and arrest information relating to the arrest of
a person.

When it appears as if all investigative leads have been
exhausted, and there is little or no chance of solving the
case.

When an offender is arrested, charged with a pertinent
offense, and measures have been taken to recover all
property involved in the case where the location of the
property is known.

Whenever investigation shows that an offense did not
occur and there are sufficient reasonable grounds to
support this premise.

Whenever, due to exigent circumstances beyond the
investigator's control, the identity of the perpetrator is
known and prosecution is not possible. In order to
qualify for an exceptional clearance, the answer to all
four of the following questions must be a "Yes."

a. Has the investigation definitely established the
identity of the offender?
b. Is there enough evidence to support an arrest,

charge, and turning over to the court for
prosecution?

C. Do you know the exact location of the offender
so that you could take him into custody now?

d. Is there some reason outside the police control
that stops you from arresting, charging, and
prosecuting the offender?

(Examples of exceptional means clearances are: suicide
of the offender; double murder; offender in another
jurisdiction's custody and extradition is denied; and,
whenever the victim refuses to cooperate in the
prosecution)

The transferring of evidence from one person to another
as defined by court, which includes preparing a Chain
of Custody form and properly marking the evidence so
that it can be positively identified.



Chief

Chief of Police

Chief’s Letter of
Commendation

Citizen Contact

Code 1

Code 2

As referred to in this manual means the chief law
enforcement executive of the North Police Department.

As referred to in this manual means the chief law
enforcement executive of the North Police Department.

To be awarded to an employee for service above and
beyond the call of duty, by giving evidence of selfless
conduct by an employee. Such conduct may be based
on an individual act or a series of actions that have been
undertaken in a manner by which the employee takes it
upon himself/herself to perform in a manner not
required or expected. The act is to be unusual in nature,
showing initiative or accomplishment. The award may
also be presented for outstanding accomplishment that
has served as a credit to the Department or has resulted
in improved methods, operations, or cost savings.

Any contact between a citizen and a North Law
Enforcement Officer in the prevention, investigation
and/or collection of information for law enforcement
purposes. Public contact with a member of the public
for the purpose of gathering or disseminating
information of a non-investigatory nature is not “citizen
contact” within the scope of this policy.

A non-emergency response. All traffic regulations are
adhered. It does not have to be announced by the officer
via the radio as it is implied that all responses are Code 1
unless the responding officer announces otherwise.

An emergency response in which the blue lights and/or
siren have not been activated or have been deactivated at
a distance so as not to alert the criminal suspect(s) to law
enforcement proximity. This response must be
announced via the radio by the responding officer. The
posted speed limit shall not be exceeded by more than 15
MPH and due regard must be exercised at all times.
Code 2 responses should be used on a very limited basis
and as is consistent with state law and Department
procedure.



Code 3

Command Staff

Commissioner

Community Juvenile
Arbitration Program

Community Service Work
Program

Confidential Informant (CI)

An emergency response in which the emergency lights
and siren are activated throughout the response. The
officer must announce the Code 3 response via the radio.
The posted speed limit shall not be exceeded by more
than 15 MPH and due regard must be exercised at all
times. The 15 MPH speed restriction is not applicable in
pursuit responses or when attempting to catch up to a
traffic violator.

All officers holding the rank of Sergeant and above
including administrative support staff.

The senior management member of the Town Council
who is appointed by the Mayor holding the oversight of
the Chief of Police.

This program permits the first time juvenile offender of a
minor crime in Orangeburg County to purge this record
from the system by completing a list of tailor-made
requirements that were determined by a volunteer
arbitrator.

Orangeburg and surrounding County Circuit Courts and
Family Courts and the North Municipal Court use
community service work programs as alternative
sentencing. Our Department shall cooperate in such
programs, including noting any abuse of the sentencing
alternatives by the participants.

A confidential informant (CI) may be anyone who
provides information that may or may not be reliable. A
Cl may be anyone who provides information on an
irregular basis and not specifically targeted toward a
specific individual or group. A CI can only receive a
one-time bonus payment provided the information leads
to an active investigation. If a CI continues to provide
credible information and further payment or
investigations are anticipated, a Cl will be upgraded to
Registered Confidential Informant. A CI will be assigned
the designator "C" followed by a three digit number, in
sequential order, followed by a hyphen and the two
digits of the year in which they were recruited, i.e.,
C001-02. Once a Cl number is assigned it is permanent.



Consent Search

Counseling

Custody

Daily Report

Deadly Force

Definitions

Demotion

Department

Department Employee

Detention Center

Officer may enter and conduct a search of the premises if
consent has been given to do so. Although a consent
search eliminates the need for a warrant and for probable
cause, such consent must be freely and voluntarily given.
If two people have joint ownership of a place or thing,
either one may give a valid consent.

A spouse can consent to the search of premises used
jointly by both the husband and wife. This is also true if
the disputants are cohabitants. However, if one of them
exercises sole control over part of the premises, the other
cannot give valid consent to search that part.

An act or series of meetings designed to assists
employees with the process of problem solving.

Defined as taken into custody (arrested) or otherwise
deprived of his freedom of action in any significant way.

Any and all Department, local, state, federal or other
reports used by Department personnel. These reports
include daily logs, time sheets, vacation and other
requests, Incident and Accident Reports and any other
reports required by the Department to be submitted on a
daily basis.

Any use of force that is likely to cause death or serious
physical injury.

Provides clarification of terms, defines meaning, assists
with interpretation and otherwise serves to promote
understanding.

Demotion is the appointment of an employee to a new
position having decreased responsibility and pay.

As referred to in this manual, means the North Police
Department.

Include but are not limited to full-time and part-time
workers, agents, officers, officials, administrative
employees, or other employees of the Department.

As referred to in this manual, means the Orangeburg-
Calhoun Regional Detention Center.



Diplomatic Immunity

Directed Patrol

Discretionary Power

Domestic Violence

Employee

Evidence

Exceeds Requirements

Exonerated

Family/Household Member

Foot Pursuit

A principle of international law, is broadly defined as the
freedom from local jurisdiction accorded to duly
accredited diplomatic officers, their families, official
staff, and servants, who are not nationals of nor
permanent resident in the United States. They are
protected by unlimited immunity from arrest, detention
or prosecution with respect to any civil or criminal
offense under current U.S. Law (22 U.S.C. 252).

Patrol specifically directed to a particular problem, such
as speeding enforcement, at times and locations
determined through analysis to present a traffic accident
problem or through complaints from the public.

The power of free decision or latitude of choice within
certain legal bounds.

The infliction of physical harm, bodily injury or assault,
or the fear of imminent physical harm, bodily injury or
assault, by one family or household member on another.
Domestic violence is a crime.

All Police Officers and Police Department support staff
supervised by the Chief of Police are considered Police
Department employees. This Department performs all
safety and police functions of the Town of North under
the direction of the Police Commissioner and/or Mayor.

Any object or item related to a crime, to include factual
representation as yielded by forensic examinations,
which will or might be used in a subsequent judicial
hearing.

Performance exceeds job requirements. Significantly
and consistently performs at a level above that
expected.

Means the allegation is true but the action taken was
lawful and proper.

Spouses, former spouses, persons who have a child in
common, and a male and female who are cohabitating or
formerly have cohabitated.

An attempt by an officer on foot to apprehend a suspect
who is attempting to avoid apprehension on foot.



Frisk Type Search
of a vehicle

FTO

General Orders

Great Bodily Harm

Guardsman

Habitual Offender

Habitual/Serious Offender

Hazardous Material

Police officers may stop a vehicle for investigative
purposes based on specific and articulable facts which,
taken together with rational inferences from those facts,
reasonably warrant suspicion of criminal conduct on the
part of the occupants of the vehicle.

During the course of an investigative stop of an
automobile, a limited search of the passenger
compartment, limited to those areas in which a weapon
may be placed or hidden, is permissible if the police
officer has a reasonable belief based on specific and
articulable facts that the suspect is dangerous and may
gain immediate control of a weapon.

The Field Training Officer of the North Police
Department.

Written directives in the form of policies, procedures,
rules and regulations that are issued to Department
employees for carrying out the activities of the
Department.

Means any physical injury that carries a substantial risk
of  death, permanent incapacity,  permanent
disfigurement, or acute pain of such duration as to result
in substantial suffering.

A person who is a member of the National Guard in any
branch of the United States Armed Forces.

Any vehicle with a listing of four or more outstanding
summons within one calendar year.

A person is considered to be a habitual/serious offender
if he/she has two prior felony convictions and/or two
prior convictions for offenses involving firearms.

Defined as follows: Any element, compound, or
combination thereof that is flammable, corrosive,
explosive, toxic, radioactive, an oxidizer, or is highly
reactive and which, because of handling, storing,
processing, and packaging may have detrimental effects
upon operating and emergency personnel, the public,
equipment, and/or the environment.



Hazardous Traffic Law
Violations

Inactive Duty for Training

Incident Report

Informal Resolution

Interrogation

Inventory

Defined as those violations of any law or regulation
affecting the use or protection of streets or highways
enacted primarily to regulate safe movement of vehicles
and pedestrians. There are two types:

1. Unsafe behavior - an action or omission of
compliance with traffic law that is hazardous
even when vehicles, streets or highways, and
people involved are in a legal condition; i.e.,
reckless driving, careless operation, etc.

2. Unsafe condition - causing or permitting an
illegal and possible hazardous condition thereof:

a. A driver or pedestrian in traffic; i.e.,
intoxicated pedestrian, etc.

b. Streets or highways used by traffic; i.e.,
throwing nails on highway, etc.

C. Vehicles used in traffic; i.e., faulty
brakes, faulty exhaust, etc.

Duty prescribed for reserves by the secretary concerned
under Section 206 of Title 37 of the United Stated Code
(commonly referred to as weekend drill) or any other
provision of law; and special additional duties
authorized for reserved by an authority designated by
the secretary concerned and performed by them on a
voluntary basis in connection with the prescribed
training or maintenance activities of the units to which
they are assigned.

All criminal reports by the Department in compliance
with the Uniform Crime Reporting guidelines.

Resolving situations and conflicts through the use of
discretionary judgment by a Department employee.

Defined as questioning initiated by police officers.

The detailed accountability including a written
description of Department-owned property, property
within the interior and trunk of a vehicle or at the scene
of a crime, or which is turned into the Department as
“Found Property.”



Lethal Weapon

Letter of Appreciation

Line Duty

Line Patrol

Mandatory Training

Manual

Memorandums

Miranda Warning

An instrument, object or substance designed or used in
a manner to cause death or serious physical injury.

To be awarded for an outstanding act, rendering
exceptional service or accomplishment that was the
result of personal sacrifice whereby the employee had
gone far beyond the requirements of his/her normal
assignment.

Regular assigned law enforcement duty.

An officer patrols along a particular street or highway for
an extended distance to detect violators.

Training programs that are required for the efficient
operation of the Police Department and/or are a
condition of employment.

Means the North Police Department Policy and
Procedure Manual. Contains a comprehensive listing of
the policies, duties, responsibilities, procedures, rules,
and regulations of the North Police Department.

Used to transmit information and does not reflect
departmental policy. Memorandums may be issued by
any member of the Department, provided they concern
matters within the employee’s span of control and
provided they do not rise to the level of agency policy,
procedures, rules or regulations.

The Miranda Rule requires that prior to any custodial
interrogation the person must be advised:

a. That he/she has a right to remain silent;

b. That any statement he/she does make may be
used as evidence against him;

C. That he/she has a right to the presence of an
attorney; and,

d. That if he/she cannot afford an attorney, one will
be appointed for him/her prior to any questioning
if he/she so desires, at no cost to him/her.



Miscellaneous Report

Misconduct Not Based on
Original Complaint

Monthly Report

Non-Deadly Force

Non-Lethal Weapon

Non-Official Notification

Not Sustained

Official Notification

Department reports and forms that pertain to
information not described or listed in other Department
forms. These reports may include but are not limited to
Field Interview Reports, Property Tag and Property
Reports, Accident Reports and Damage to Department
Vehicle Reports.

Means the investigation reveals sufficient evidence to
evidence to indicate other infractions not based in the
original report.

A detailed Department report published monthly that
compiles the prior month’s data and statistics.

Any use of force that is not considered to be deadly
force.

An instrument, object or substance not designed or used
in a manner to cause death or serious physical injury.

Notification made to any person when such notification
is provided by the North Police Department as a service
to the public.

Means there is insufficient evidence to either prove or
disprove the allegation.

Notification of any police officer, Police Department
division, coroner, public works, highway department,
public utility, other law enforcement agency, fire
department, EMS, governmental agency or other agency
or agent as provided in this procedure for any of the
following reasons:

1. As made mandatory by:

a. Any law, statute or ordinance.

b. The North Police Department Policies
and Procedures Manual.

C. Other competent authority.

2. For assistance in the investigation of, control of
or in relation to any of the following:

a. Crime.
b. Civil disorder.
C. Disaster.



Operational Procedures

Permanent Files

Personally Involved

Physical Force

Physical Injury

Police Department

Police Reserve Unit

Policy

3. For reasons of protocol and/or to gain assistance
on occasions where a North Police Officer is
accomplishing police action outside the Town of
North.

Generally outlined methods in specific functional areas
for which members are responsible while assigned to
that component or while carrying out the specific
function, which is the subject of the procedure.
Operational procedures include criminal investigations,
the patrol function, vice enforcement, traffic
enforcement, emergency operations, etc.

Files that name a particular person by name or a
particular organization where the identification can be
specifically made.

Where the off-duty officer, a family member, or a
friend becomes engaged in a dispute or incident with
the person to be arrested or any other person connected
with the incident.

Any force required to overcome an assault or active
resistance to arrest, or to control or restrain the
movement of another, and that may result in, or is
alleged to have resulted in, death or injury.

Any injury or physical trauma.

As referred to in this manual, means the North Police
Department.

The North Police Reserve Unit was established as a
volunteer service organization (non-salaried) to aid and
supplement the North Police Department as directed by
the Chief of Police. The Police Reserve Unit is used
primarily to provide routine patrol duties and
emergency patrol support, but it may also supplement
other units within the Department where need exists
and where maximum utilization of special skills
possessed by the reserve officer will benefit the
Department.

A set of established broad statements of Department
principles providing a framework for development of
procedures.



Pre-trial Intervention

Primary Pursuit Officer

Probable Cause

Procedure

Pursuit Vehicle

Reasonable Belief

Reasonable Suspicion

Recommended Training

Records Retrieval

Referrals

This program is for persons who have been arrested for
the first time for non-violent General Sessions offenses.
They may apply directly to the Solicitor's Office with
jurisdiction in the case or be referred by the court, the
police department or another agency. If the applicant is
selected and successfully completes the program the
charge is dismissed. The Department will cooperate by
making referrals and in reporting violations of this
program.

The officer who initiates a pursuit or any other officer
who assumes control of a pursuit.

Articulable facts and circumstances that exist within the
arresting officer’s knowledge that are sufficient to
warrant a reasonable person to believe that a crime has
been or is being committed by the person to be arrested.

A set of established guidelines to ensure the effective
and efficient operation of the Department.

Any authorized law enforcement emergency vehicle
that is involved in pursuing a fleeing vehicle.

The facts or circumstances an officer knows or should
know that would cause an ordinary and prudent person
to act or think in a similar manner under similar
circumstances.

Articulable facts sufficient to the officer, based on his
knowledge, training and experience, that the person is
committing, has committed or is about to commit a
crime.

Training courses for which officers may apply that offer
a direct benefit to the North Police Department and the
officer.

The filing and retrieval by the Records Unit of all
Department reports.

Alternative discretionary judgment in sending cases to
other entities for amicable resolution.



Registered Confidential
Informant (RCI)

Remedial Training

Repeat Offender

Report Control

Report Maintenance

Report Review

Reservist

Risk

Roadside Hazard

A Registered Confidential Informant (RCI) is an
individual specifically targeted toward the active
collection of criminal information directed at an
individual, location, group, etc. An RCI regularly
provides credible information leading to active
investigations and payments for his/her services.

Personalized training to correct a specific deficiency that
is usually identified by testing, evaluations, or by acts
requiring disciplinary actions.

Any vehicle with a listing of one or more summons
issued by the Department within one calendar year.

The control and availability by the Records Unit of all
Department reports.

The maintenance and authorized distribution by the
Records Unit of all Department reports.

Review of Department reports by a supervisor.

A person who is a member of the Reserve Forces in any
branch of the United States Armed Forces.

A significant possibility, as contrasted with a remote
possibility, that a certain result may occur or certain
circumstances may exist.

Refers to all physical features of the roadside
environment that are such that a vehicle leaving the
road surface for any reason, even momentarily, can
impact with them, resulting in unnecessary injury to
people or damaged property. Roadside hazards included
in the definition are:

a. Rigid non-yielding supports for traffic control
devices and lights, or the non-performance of
safety installations (i.e., break away sign
supports that fail to function properly).

b. Improperly engineered guard rails.

C. Unshielded bridge railings that may not be able
to retain an impacting vehicle and redirect it
parallel to the roadway, thereby minimizing
damage to the vehicle and danger to traffic below
the bridge.



RPO

Rules and Regulations

Safekeeping

Satisfactory

School Searches

Secondary Employment

Secondary Pursuit Officer

Serious Offender

Serious Physical Injury

Sexual Harassment

d. Bridge abutments and other hazardous fixed
objects built off the roadway, and into which the
vehicle might crash with high injury probability.

e. Utility poles, trees, ditches, inappropriately steep
banks, culverts, rock formations, and other fixed
objects and features of the roadside environment
into which a vehicle might crash instead of being
able to come to a stop in a clear distance.

A member of the Police Reserve unit carrying the rank
of Reserve Police Officer.

A set of written mandates.

The storage of any item that requires temporary storage
in the evidence room until such time the owner can take
custody of it. This may include items of specific value,
which are found as lost or abandoned that can be
returned to the rightful owner or otherwise handled with
appropriate documentation.

Performance meets job requirements.

The U.S. Supreme Court has approved a warrantless
search of a public school student by school authorities
when balancing the school's need to maintain safety,
order, and discipline against the student's right to
privacy.

Any employment including but not limited to outside
employment, extra-duty, off-duty, part-time or any
other employment not related to the Department's full-
time mission.

The officer(s) who assists the primary pursuit officer.

A person is considered to be a habitual/serious offender
if he/she has two prior felony convictions and/or two
prior convictions for offenses involving firearms.

An injury that creates a substantial risk of death; causes
serious, permanent disfigurement; or results in long-
term loss or impairment of the functioning of any
bodily member or organ.

Unwelcome sexual advances, requests for sexual favors,
and other verbal or physical conduct of a sexual nature,
when:



SOP

South Carolina Police Chiefs’
Association Awards

Special Orders

Staff Personnel

Statement Forms

Statements of Purpose

Strategic Plan

Supervisor

a. Submission to such conduct is made either
explicitly or implicitly a term or condition of an
individual's employment;

b. Submission to or rejection of such conduct by an
individual is used as the basis for employment
decisions affecting such individual;

C. Such conduct has the purpose or effect of
substantially interfering with a person's work
performance or creating an intimidating, hostile
or offensive work environment.

Means the Standard Operating Procedure of the
Department.

A copy of the South Carolina Police Chiefs’
Association Awards program guidelines is available in
the Patrol Office and from the Chief of Police. All
sworn and civilian personnel employed by the North
Police Department are eligible to receive these awards.
Any officer can nominate another officer or
himself/herself for an award using the proper form. All
nominations must be approved by the Chief of Police.

Special orders are restricted orders issued by the Chief
or his designee. Special orders pertain to specific
circumstances or situations and are temporary in nature.

All staff personnel of the Department including the
Chief of Police, the Assistant to the Chief of Police, the
Deputy Chief, the Captain, the Lieutenant, Sergeants,
Patrol Officers First Class, Patrol Officers and the
Administrative Assistant.

Required of the officer taking the statement. To be
witnessed by two parties, signed/dated by the statement
provider, and a copy given to the statement provider.

Outline the major reasons for the issuance of the
procedure.

A comprehensive plan that reflects the scope of long-
term and long-range directions for the Department.

Any officer of the North Police Department holding a
supervisory rank.



Supervisory Searches

Supplemental Report

Supplementary Report

Suspect

Suspension

Sustained

Termination

Termination Order

Temporary Files

The warrantless search of an employee's desk or file
cabinet by a supervisor is reasonable if made for non-
investigatory work-related purposes or to investigate
work-related misconduct.

Reports by the Department that include supplemental
information or case-status change.

Reports by the Department that include supplementary
information or case-status change.

A person who has committed or is alleged to have
committed a crime.

A suspension is a serious disciplinary action in which
the officer must forfeit his/her salary for misconduct
considered to be serious or part of a continuing pattern
of behavior involving repeated misconduct. The Town
of North policy on suspensions is stated in the Town's
Personnel Policy Manual.

The allegation is supported by a preponderance of
evidence to justify a reasonable conclusion that the
incident occurred as alleged in violation of an
appropriate directive, or law.

Termination is the removal of an employee from duty,
thereby ending his/her employment with the Town. The
Town of North policy on dismissals is stated in the
Town's Personnel Policy Manual.

A written notice that contains the following
information:

a. The reason for the termination.
b. The effective date of the termination.
C. Who to contact for the status of fringe and

retirement benefits after termination. This
information will be provided by the Town Clerk.

d. A statement as to the content of the employee's
employment record relating to the termination.

This provision does not apply to entry level probationary
employees.

A file where a subject or organization can only be
described but not specifically named.



The Miranda Rule

Traffic Pursuit

Unfounded

Unsafe Behavior

Unsafe Condition

Unsatisfactory

Unwitting Source

Verbal Warning

Requires that once a suspect is in custody, police must
warn the suspect of his/her rights prior to interrogation

Pursuit is considered to have begun when an officer
makes a vehicular attempt to apprehend the occupant(s)
of a motor vehicle when the driver has been requested
or signaled to stop and is resisting apprehension by
maintaining or increasing the vehicle's speed or
otherwise maneuvering his/her vehicle in a manner to
elude the officer.

Under this definition, it is the violator who initiates a
pursuit, and the officer must then make a series of
decisions as to whether the pursuit shall continue or be
terminated.

Means the allegation is false.

An action or omission of compliance with traffic law
that is hazardous even when vehicles, streets or
highways, and people involved are in a legal condition;
i.e., reckless driving, careless operation, etc.

Causing or permitting an illegal and possible hazardous
condition thereof:

a. A driver or pedestrian in traffic; i.e., intoxicated
pedestrian, etc.

b. Streets or highways used by traffic; i.e., throwing
nails on highway, etc.

C. Vehicles used in traffic; i.e., faulty brakes, faulty
exhaust, etc.

Performance is unacceptable. Does not meet job
requirements.

Someone from whom information is obtained but
he/she is unaware that his/her information is being
used.

An officer’s discretionary judgment to verbally warn an
offender as a reasonable alternative to charging the
offender with an unlawful violation of law or
ordinance.



Vehicle

Vehicular Pursuit

Victim

Victim Advocate

Violator

Withdrawn

Witness

Written Reprimand

Any mode or means of transportation whether
mechanically, electronically, or self-propelled to
include automobiles, trucks, vans, bicycles, or other
specialized equipment as approved by the Chief.

An attempt by an officer in an authorized emergency
vehicle to apprehend a fleeing suspect in a motor
vehicle who is attempting to avoid apprehension by
maintaining or increasing vehicle speed and/or driving
in an attempt to elude the officer.

A person who suffers direct or threatened physical,
financial, or emotional harm as the direct result of a
felony or misdemeanor committed upon his or her person
or property.

A person authorized by the agency to assist victims in
specified ways. Such advocates may be agency members
(sworn or non-sworn) or volunteers (unpaid citizens).

Person(s) who initiates a pursuit by attempting to avoid
apprehension

Means the complainant withdraws the complaint prior to
the completion of the investigation. The Chief will be
notified and he may order the investigation to be
continued.

A person who--as determined by the law enforcement
agency--has information or evidence relevant to the
investigation of a specified crime and may be called to
testify in court. When the witness is a minor, the term
"witness" includes an appropriate family member.
"Witness" includes neither defense witnesses nor
anyone involved in the crime as a perpetrator or
accomplice. (All victims are witnesses.)

A written reprimand is a formal reprimand to the
employee from his supervisor describing the way in
which the employee's conduct or performance has
failed to meet prescribed standards.

Mark P. Fallaw
Chief of Police

Date



North
Police Department

Directive Type Effective Date
General Order April 1, 2004
Subject

Organization and Direction

Related Standards/Statutes/References/Policies

CALEA Chapters 11, 12

Distribution Re-Evaluation
All Personnel Annual
l. Purpose

To establish the organization and command protocol for the North Police Department

and its employees.

. Policy

The Town of North Mayor, who holds the position of Police Commissioner, appoints
the Chief of Police. The Chief of Police serves as the Chief Executive Officer of the
Department and maintains an appropriate organizational structure to assist in

Number

1.2.1

Amends/Supersedes

April 1, 2003

Pages

implementing and directing all law enforcement operations for the Town.

1. Procedure

A Organizational Structure

1. The Chief of Police reports to the Police Commissioner and is

(Ref: CALEA 12.1.1)

responsible for all law enforcement functions.

2. At the Chief’s discretion, he may appoint a Deputy Chief, Major or
Captain who serves as Department Head in the absence of the Chief.

3. The Chief may, at his discretion, establish divisions; units or patrol
assignments as may be required or necessary. The Chief may assign
supervision in the units in the forms of Lieutenant, Sergeant, Corporal
or Patrol Officer First Class. These divisions are inclusive but not

limited to:



Staff Units

Road Patrol

Comprises all uniformed patrol officers and is responsible for
the 24-hour visible patrol of the town and responds to all calls
for police services. The Chief may at his discretion, hire
additional forces to fulfill the discharge of duties, such as the
employment of Reserve Police Officers. These officers will be
armed, uniformed representatives of the Department who will
perform specific duties as may be required or necessary. These
officers will report directly to the Road Patrol Units, following
the chain of command.

Special Operations

Comprises all units of Community Oriented Policing (C.O.P.)
services. The unit shall at the discretion of the Chief, house
such operations inclusive but not limited to VIP transports, a
bicycle patrol, all forms of investigations including
professional standards or applicant investigations, training and
all other aspects of crime prevention. The unit shall be
responsible for all mandatory, pre-service and specialized
training for the Department.

The Chief of Police has designated the following units to the command
structure of the Department:

1. Administration

All senior level executive management that includes the Chief of
Police, the Deputy Chief of Police, the Captain, and the Lieutenant.

2. Command Staff

All commanding personnel of the Department including the Chief of
Police, the Deputy Chief, the Captain, the Lieutenant, and Sergeants.

3. Staff Personnel

All staff personnel of the Department including the Chief of Police, the
Assistant to the Chief of Police, the Deputy Chief, the Captain, the
Lieutenant, Sergeants, Patrol Officers First Class, Patrol Officers and
the Administrative Assistant.



C. Unity of Command

1.

Each employee is accountable to only one supervisor at any given
time. Each employee must understand that it is the employee’s
responsibility to follow the direction of the immediate supervisor in
the absence of higher command staff. 1f an employee finds that he has
received conflicting orders, he shall advise the supervisor and request
clarification. If an order is so blatant as to violate state law or to
jeopardize one’s safety, the officer should refuse to carry out the
unlawful order and will immediately contact the Chief or his designee.

(Ref: CALEA 11.2.1)

Each organizational component is under the direct command of only
one command staff supervisor. (Ref: CALEA 11.2.2)

D. Span of Control/Authority and Responsibility

1.

Under normal day-to-day operations, the number of employees under
the immediate control of a supervisor should generally not exceed five.
During special events and emergency circumstances, this may not be
practical. (Ref: CALEA 11.3.1)

Commensurate authority accompanies employee responsibility.
(Ref: CALEA 11.4.1 Item A)

Each employee will be held accountable for the use of delegated
authority. (Ref: CALEA 11.4.1 Item B)

Supervisors will be held accountable for the actions of the employees
under their immediate control. (Ref: CALEA 11.4.2)

E. Continuous Command of the Organization

1.

In the event of an anticipated absence of the Chief, the Deputy Chief,
Major or Captain will act on behalf of the Chief and with his authority.
In the event of an anticipated absence of the Chief, Deputy Chief,
Major or Captain, the Lieutenant will act on the Chief’s behalf. In the
anticipated absence of the Chief and other Administration employees,
the Chief or his designee will assign an appropriate, responsible
authority to act on his behalf.

In exceptional situations, such as the unanticipated absence of the
Chief, the interim succession of command will be as follows:

a. Deputy Chief
b. Major

C. Captain

d. Lieutenant

e.

Sergeant (Ref: CALEA 12.1.2 Item B)



During normal day-to-day operations, the command protocol of non-
supervisory personnel reporting to their designated supervisor, as
depicted on the organizational chart, will be followed.

(Ref: CALEA 12.1.2, Item D)

Employees are required to obey the lawful orders of a superior,
including any order relayed from a superior by an employee of the
same or lesser rank. In the event of conflicting orders, the employee
will inform the issuing authority of the conflict with an earlier order
and request clarification. Employees are not required to obey unlawful
orders. Any unlawful orders should be reported to the Chief
immediately. (Ref: CALEA 12.1.3)

Mark P. Fallaw
Chief of Police

Date



North
Police Department

Directive Type Effective Date Number
General Order April 1, 2004 1.3.1
Subject Amends/Supersedes
Department Goals and Objectives April 1, 2003
Related Standards/Statutes/References/Policies

CALEA Chapter 13

Distribution Re-Evaluation Pages
All Personnel Annual 1

l. Purpose

To require the formulation, annual updating, and distribution of the written goals and

objectives to employees of the North Police Department.

1. Policy

It is the policy of the Department to establish goals and objectives for the Department

each fiscal year.

1. Procedure

A. Goals and objectives will be formulated and/or updated annually.

(Ref: CALEA 13.2.1)

The responsibility for the final preparation of goals and objectives will be the
responsibility of the Chief with data provided from his Command Staff
supervisors. Quarterly, the Command Staff supervisors will offer all
employees under their supervision the opportunity to contribute ideas or
suggestions. The Command Staff will then provide a draft of those goals and
objectives to the Chief. (Ref: CALEA 13.2.1)

The Chief shall develop a finalized copy of the Department’s goals and
objectives, which will be available for all members to examine.
(Ref: CALEA 13.2.1)

An annual evaluation stating the progress made toward the attainment of goals
and objectives shall be reported to the Chief by the Captain.
(Ref: CALEA 13.2.2)

Mark P. Fallaw Date
Chief of Police



North
Police Department

Directive Type Effective Date
General Order April 1, 2004
Subject

Allocation and Distribution of Personnel

Related Standards/Statutes/References/Policies

CALEA Chapter 16

Distribution Re-Evaluation
All Personnel Annual

l. Purpose

To determine the overall number of personnel for the Department and to ensure their
proper allocation. To establish procedures related to the announcement of openings

and selection criteria for specialized assignments.

Il. Policy

It is the policy of the North Police Department to allocate and distribute its personnel

Number

1.4.1

Amends/Supersedes

April 1, 2003

Pages

according to need and in the most effective and efficient manner possible.

I1. Procedure

A. The Department’s personnel strength is authorized and approved by the Town
Council and is documented in an organizational chart. The organizational
chart is published by the Chief’s Office and includes the number and type of
each position, location of each position within the overall structure, and each

position’s status (filled or vacant.)

(Ref: CALEA 16.1.1, Items A, B & C)

B. Personnel Allocation/Distribution

1. The allocation and distribution of all personnel, especially the Patrol
Section, will be determined by the Chief of Police with information
provided by his Command Staff and based on the following factors:

a. Total strength;

b. Number of incidents handled by patrol during specific periods;

C. Average time required to handle incidents;

d. Non-productive time (days off, holidays, leave, etc.);



e. Location of incidents; and

f. Average percent of time available to handle incidents during an
eight-hour shift.

The allocation of personnel will be reassessed annually based on the
above factors and with consideration of any ongoing
programs/projects. The distribution of patrol personnel will be
reassessed when necessary, but at least semi-annually by reviewing
workload demands.

C. Specialized Assignments

1.

The Chief of Police will annually review and evaluate any specialized
assignments with information provided by his Command Staff. Such
review will consider the nature of the assignment, the condition(s) that
required the initiation of the assignment, and a cost/benefit
comparison. (Ref: CALEA 16.2.1, Items A, B & C)

The Chief of Police will speak with the Command Staff regarding all
opportunities for specialized assignments. The discussion will include
the duties, responsibilities, and qualifications (experience, training,
etc.) for the position. (Ref: CALEA 16.2.2)

D. Although the Department does not formally provide for the temporary or
rotating assignment of specialized or investigative assignments, it encourages
personnel to seek out such opportunities so as to acquire skills and knowledge.

Mark P. Fallaw
Chief of Police

Date



North
Police Department

Directive Type Effective Date Number
General Order April 1, 2004 1.5.1
Subject Amends/Supersedes
Written Directive System April 1, 2003

Related Standards/Statutes/References/Policies

CALEA Chapters 12, 23

Distribution Re-Evaluation Pages
All Personnel Annual 3
l. Purpose

To establish a system of written directives to provide a consistent format for written
policies, orders, rules and regulations, and to provide for the proper formulation and
dissemination to all affected North Police Department personnel of new or revised
policies and procedures.

Il. Policy

It is the policy of the North Police Department to use a written directives system that
provides employees with a clear understanding of the constraints and expectations
relating to the performance of their duties. The Chief of Police has the ultimate
authority to issue, modify, and approve written directives.

(Ref: CALEA 12.2.1, Item A)

A. Definitions

1. Manual — Means the North Police Department Policy and Procedure
Manual that contains a comprehensive listing of the policies, duties,
responsibilities, procedures, rules, and regulations of the North Police
Department.

2. General Orders — Written directives in the form of rules, regulations,
policies and procedures that are issued to Department employees as
guidelines for carrying out the activities of the Department.

3. Special Orders — Special orders are restricted orders issued by the
Chief or his designee. Special orders pertain to specific circumstances
or situations and are temporary in nature.



V.

Procedure

Memorandums — Used to transmit information and do not reflect
departmental policy. Memorandums may be issued by any member of
the Department, provided they concern matters within the employee’s
span of control and provided they do not rise to the level of agency
policy, procedures, rules or regulations. (Ref: CALEA 23.3.2, Item B)

A. Written Directives

1.

Only the Chief of Police is authorized to issue or approve agency
policy, procedures, rules or regulations. (Ref: CALEA 12.2.1, Item B)

The written directive format shall include an appropriate subject
heading and shall contain a purpose. Each directive will be dated and
signed by the Chief.

The manual of General Orders shall be divided into ten sections to
include the following:

a. General Administration;
b. Data Management;

C. Personnel Management;
d. Auxiliary Functions;

e. Reserved;

f. Patrol Operations;

g. Traffic Administration;
h. Criminal Investigations;
i. Evidence and Court;

J. Reserved

The sections covering operational procedures will contain methods in
specific components where members are responsible for carrying out a
specific function. Operational procedures include the patrol function,
criminal investigations, drug enforcement, emergency operations, etc.
(Ref: CALEA 12.2.1, Item F)

The Captain or the Chief's designee is the responsible authority for
indexing, purging, updating, and revising directives, as necessary.
Any modified or revised directives will be submitted to the Chief for
final approval. (Ref: CALEA 12.2.1, Item D)



6. Proposed policies and procedures will be circulated to affected
supervisors prior to their promulgation. Supervisors are encouraged to
offer comments prior to final policy submission to the Chief.

(Ref: CALEA 12.2.1, Item G)

B. Dissemination of Written Directives

1. Existing, new or newly revised directives will be disseminated to
affected personnel either in hard copy form or through a computerized
documentation system backed up with accessible hard copies. All new
employees will receive a copy of the Manual.

2. Within a reasonable period after issuance, employee receipt and
review of disseminated directives will be documented.

Mark P. Fallaw Date
Chief of Police



North
Police Department

Directive Type Effective Date Number
General Order April 1, 2004 1.6.1
Subject Amends/Supersedes
Chief's Memos April 1, 2003
Related Standards/Statutes/References/Policies

CALEA Chapter 12

Distribution Re-Evaluation Pages
All Personnel Annual 2

l. Purpose

To ensure accountability for carrying out assignments that require some action or
investigation by the Police Department.

To ensure that complaints from citizens, public officials and others are handled in a
timely and efficient manner.

Policy
Chief's memos will be considered as official documented communications from the

Chief of Police to the particular individual(s) named in the memo. Chief's memos that
direct an investigation or require a response shall be considered as written orders to

the individual(s) assigned the memo. (Ref: CALEA 12.2.1)
Procedure
A. The supervisor or police officer assigned in the Chief’s memo shall be

responsible for investigating the circumstances noted on the memo and for
taking appropriate action to correct any problems or deficiencies noted during
the course of the investigation.

B. Officers assigned a Chief's memo also have the authority to use any resources
of the Department necessary to carry out or remedy the situation.

C. Any action taken by officers assigned a Chief's memo must be legal and
consistent with Department policy.

D. A reply to the Chief's memo must be written on the memo or on additional
pages attached to the memo detailing all findings made and actions taken. This
reply must be made prior to the "due date” (deadline) noted on the memo.



E. An extension of time concerning the "due date” may be granted by the Chief
when circumstances require a more comprehensive response to the memo. It is

the responsibility of the assigned officer to request such an extension of time
prior to the due date.

Mark P. Fallaw Date
Chief of Police



North
Police Department

Directive Type Effective Date Number
General Order April 1, 2004 1.7.1
Subject Amends/Supersedes
Rules and Regulations April 1, 2003

Related Standards/Statutes/References/Policies

CALEA Chapters 12, 26

Distribution Re-Evaluation Pages
All Personnel Annual 7
l. Purpose

To establish the rules and regulations of the North Police Department.

Policy

A

These rules and regulations shall instruct all members of the Department in
the performance of their duties unless specifically directed otherwise by the
Chief of Police.

Members of the Department include all sworn police officers and all other
part-time and full-time staff and volunteers under the direction or supervision of
the North Police Chief or the Chief's designee.

All members are considered to be on-duty whenever they are performing any
police function or otherwise represent themselves as a police officer, or an
employee of the Town of North.

Rules and Regulations

1.

All members of the Department are required to know and comply with the
rules, regulations, procedures and written directives of the Department.

All members of the Department are required to know and obey the ordinances,
rules and regulations, and policies of the Town of North and the laws of the
State of South Carolina.

Every member of the Department shall report promptly for work, court and all
other appointments at his/her assigned time. Members shall be physically fit,
neatly and properly groomed, and with all prescribed and assigned equipment.

Each member reporting for duty will acquaint himself/herself with all relevant
events that have transpired since his/her last tour of duty.



10.

11.

12.

13.

14.

15.

16.

17.

18.

A member of the Department shall not be absent from duty except when on sick
leave, scheduled holidays, scheduled off time, vacation, compensatory time, or
other leave approved by the Chief of Police.

Members who do not understand an official duty shall read written procedures,
directives, and orders, or will consult their supervisor for instructions.

Members shall respond promptly to radio calls or other requests for service and
will make themselves available for further service as soon as possible.

A member shall not permit any other person to use his/her badge, 1.D. card, or
other credentials.

Members of the Department shall not make a false official report or knowingly
enter or cause to be entered any inaccurate, false or misrepresented facts in any
departmental record.

Members shall be responsible for the care of Department property and the
prompt reporting of loss, damage, or defect.

Every member of the Department shall operate departmental vehicles in such a
manner as to avoid injury to persons or damage to property. They shall park
their vehicles in such a manner as to cause the least interference with traffic
flow except when emergency requires otherwise.

Members of the Department shall diligently, completely, and without delay or
question carry out all orders of their designated supervisor, which pertain to the
performance of police duty.

Members shall not draw or display their firearms except for legal use or official
inspection.

Members must not report for duty under the influence of intoxicants, drugs, or
any illegal chemical substance.

Members of the Department will not falsely report themselves ill or injured or
otherwise deceive the Department as to the condition of their health.

Members of the Department shall not read for entertainment non-police
publications, play games, watch television or movies while on duty.

Members of the Department who have knowledge of other members violating
the rules and regulations of the Department are required to report these
violations to their immediate supervisor.

All employees shall maintain the Department Policy and Procedure Manual
issued to them, and shall make appropriate changes or inserts as directed.



19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

Members shall not convert to their own use or have any claim on found
property, recovered property, or property held as evidence, as specified by
South Carolina law.

A member shall not incur financial liability chargeable to the North Police
Department or the Town of North except in emergencies or with authorization
from the Chief of Police.

A member shall not engage in activities of a personal or political nature while
on duty. Funds, supplies, property, and equipment of the Town of North shall
not be used in performing any service of a private, personal or political nature.

Members of the Department shall not interfere unnecessarily with the lawful
business of any person.

A member of the Department shall not display cowardice or reluctance to
perform a duty required by law in any situation where the public or another
member might be subjected to a risk of physical danger.

Members of the Department will always be civil and courteous when dealing
with the public. They will avoid using profane language, and answer questions
carefully and courteously.

Members of the Department shall not chew gum, tobacco, or smoke while
directly dealing with the public in any official capacity.

Members of the Department shall not drink alcoholic beverages while wearing
their uniforms or identifiable parts of the uniform, whether on or off-duty.

A member shall never use his/her influence for personal advantage or gain.

A member of the Department shall not recommend a specific attorney or
bondsman to a person arrested by the North Police Department except to a
member of his/her family.

A member of the Department shall not authorize the use of his/her name; a
photograph, which identifies the officer as affiliated with the Department, or
his/her official title in connection with the advertisement of any commodity or
commercial enterprise without departmental approval.

Members will not disclose confidential information to any unauthorized person.

No member of the Department will sleep at any time during his/her tour of duty,
including breaks and lunch periods.

Any member of the Department who must take medication of any type that
could affect his/her performance while on duty must inform his/her supervisor
prior to beginning his/her tour of duty.



33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

Members of the Department will keep the Chief informed of their current
address and telephone number. They will furnish any other personal
information as may be required.

Any officer shall give his/her name and badge number to any person requesting
such information.

Members of the Department shall promptly pay all just debts and legal
liabilities incurred by them. They shall immediately inform the Chief of any
lawsuits or legal action initiated against them.

Officers will not disclose the home address or telephone number of members of
the Department, Town Officials, Town employees, or other confidential
personal information unless authorized to do so.

Members shall not make false, vicious or malicious statements about members
of the Department to anyone. Members shall not make statements concerning
the personal conduct or character or any other statement detrimental to an
individual, the Department, or the Town of North to any person except to file an
official complaint to a supervisor.

All members of the Department will be subject for call to duty in cases of
emergency or situations in which the Chief of Police or ranking on-duty officer
deems it necessary.

Police officers shall make a complete and concise report in all cases where
police action is taken using the proper Department form. The report shall be
completed and turned in prior to the officer going off duty.

No member shall leave his/her assigned duties or fail to complete a duty until
that member has been properly relieved.

Matters of an official nature or of departmental concern will be treated as
confidential by all members of the Department. Details concerning
departmental business, sources of information, status of cases, or any other
information concerning the personnel, operation, or investigations of the
Department will not be discussed with those outside the Department except
when necessary to assist another law enforcement agency with an ongoing
investigation.

Members of the Department will not remove official records, documents, or
files from the office and will not release them or information from them unless
it is by due process of law or by permission of the Chief of Police.

Exempt from this rule are copies of auto accident reports or any report except
investigative notes where the person requesting the information is the subject
of the report. Under no circumstances are hard copies of NCIC computer
printouts to be released to anyone other than law enforcement officers.



43.

44,

45,

46.

47.

48.

49,

50.

51.

52.

53.

In courts of law and in all other official inquiries members of the Department
shall be completely honest, telling the truth, the whole truth, and nothing but the
truth.

Members shall not make false statements to or withhold information from
supervisory officers when questioned, interviewed, or in submitting statements
or reports.

Members of the North Police Department may not release detailed information
of an arrest, ongoing investigation, or serious illness or injury to news media
without the permission of a supervisor. This does not limit a member of the
Department from reading from a press release signed by a supervisor or
releasing general information under departmental procedures designed to
authorize such release.

Officers on duty or officially on call shall be directly available by normal
communication or shall keep the Department or dispatcher informed of the
means by which they may be reached. All police personnel will communicate to
the dispatcher their location when exiting their police unit. When portable
radios are available, officers shall carry them and maintain communication.

Members shall obtain permission from the Chief of Police before having
duplicates made of any departmental keys or before lending or furnishing
departmental keys to any members or persons not originally authorized to
possess them.

No member, unless authorized by the Chief of Police, shall possess keys to any
premises owned by the Town of North, with the exception of personal property.

No member shall refer any citizen to the Mayor or Town Council member. If
the request cannot be handled by the officer it shall be referred to the officer's
supervisor. Non-police complaints shall be referred to the Mayor.

Members may contact the Mayor or Members of Town Council if they believe
that the contact is in the best interest of the Department.

Officers shall maintain patrol inside the Town of North. All exits from the
Town will be cleared by the supervisor except when necessary for expedient
response and the most direct route is outside the Town limits due to boundary
variances.

Members shall immediately report, orally and in writing, the loss or damage of
any departmental property to their supervisor.

Members shall not accept any gift, gratuity, loan, fee or anything of value as a
result of their police duty. Members shall not solicit or accept any reward for
services rendered in the line of duty. Special solicitations for special projects
will require the permission of the Chief of Police.



54.

55.

56.

S7.

58.

59.

60.

61.

62.

Members are prohibited from buying or selling anything from or to any
complainant, suspect, witness, defendant, prisoner or other person involved in
any case.

When addressing superior officers, subordinates or Town officials, members
shall be respectful and shall use the officer's or official's proper title when in
public and when otherwise appropriate.

All members shall promptly obey a lawful order from a superior officer. No
superior officer shall knowingly issue any order that is in violation of the law,
Department policy or Town of North policy.

The use of physical force by a member shall be restricted to the minimal force
necessary to accomplish a lawful action. Unnecessary use of force is considered
gross misconduct.

No member, in the course of his/her duty, may recommend any tow service to
anyone except to a member of his/her own family.

Members shall not knowingly visit, enter or frequent a house of prostitution,
gambling house, or establishment wherein the laws of the United States, the
State of South Carolina, or the local jurisdiction are regularly violated, except in
the performance of duty or while acting under proper and specific orders.

Members shall avoid regular or continuous associations or dealings with
persons who they know, or reasonably should know, to be racketeers, sex
offenders, gamblers, suspected felons, persons under criminal investigation or
indictment, or who have a reputation in the community for present involvement
in felonious or criminal behavior, except as necessary to the performance of
official duties.

No member shall threaten, use fighting words, incite to fight, or fight another
member.

No member shall sexually harass another member. Sexual harassment is defined
as unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature, when:

a. Submission to such conduct is made either explicitly or implicitly a term
or condition of an individual's employment;

b. Submission to or rejection of such conduct by an individual is used as
the basis for employment decisions affecting such individual;

C. Such conduct has the purpose or effect of substantially interfering with a
person's work performance or creating an intimidating, hostile or
offensive work environment.



63.

64.

65.

66.

67.

All members will appear in court, official meetings, hearings and other official
functions dressed in full uniform or in suitable conservative attire to include a
coat and tie for male employees.

Any off duty member coming upon a crime after the fact or in progress, is
flagged down by a citizen, or comes upon an accident scene shall stop and
render immediate assistance as is safe and practical to do so. On-duty officers
must be notified as soon as practical and the off-duty member will relinquish
control to the on-duty officer. Off-duty officers must consider, particularly in
crimes in progress, that they are often ill prepared to handle the situation and
that often their best course of action is to simply be a good witness.

The use of carotid restraints or any other type of chokehold by officers is
prohibited.

Members who are working with other agencies are responsible for adhering to
the rules and regulations, policies and procedures of this Department at all
times.

No member at any time, on or off-duty, shall engage in any conduct or activity
that may be unbecoming to the member and/or the Department.

(Ref: CALEA 12.2.1)(Ref: CALEA 26.1.1)

Mark P. Fallaw Date
Chief of Police



North
Police Department

Directive Type Effective Date Number
General Order April 1, 2004 1.8.1
Subject Amends/Supersedes
Professional Standards April 1, 2003
Related Standards/Statutes/References/Policies

CALEA Chapter 52

Distribution Re-Evaluation Pages
All Personnel Annual 4

l. Purpose

To establish guidelines and procedures for receiving, reporting, investigating and
adjudicating allegations of misconduct by members of the North Police Department.

Policy

It is the policy of the Department to ensure that integrity is maintained through an
internal system where objectivity, fairness and justice are assured by intensive and
impartial investigation. The internal affairs function is important for the maintenance
of professional conduct in a law enforcement agency. The integrity of the agency
depends on the personal integrity and discipline of each employee. To a large degree,
the public image of the agency is determined by the quality of the internal affairs
function in responding to allegations of misconduct by the Department or its
employees.

Procedure

A All complaints against the Department or its employees regarding
alleged/suspected violations of laws, ordinances, or Department policies are to
be documented and investigated in accordance with the guidelines that follow.

(Ref: CALEA 52.1.10)

1. Shift supervisors may investigate a misunderstanding between a
citizen and an employee, and breaches of policy of a less serious
nature, such as rudeness, tardiness, insubordination, and inefficiency.

(Ref: CALEA 52.1.1, Item A)

2. Allegations of violations of criminal law, reports of corruption,
breaches of civil rights, major policy violations, allegations of misuse
of force, and other allegations of a sensitive nature will be investigated
by the Chief. (Ref: CALEA 52.1.1, Item B)



3. The Chief may, in his discretion, require any professional standards
investigation conducted by a supervisor to be reviewed by the Chief.
(Ref: CALEA 52.1.1 Item C)

4, An employee appointed by the Chief may investigate allegations that
do not clearly fit into either of the above listed categories.

An investigator, designated by the Chief, shall be responsible for the
professional standards function within the Department. The professional
standards investigator will have the authority to report directly to the Chief in
all matters pertaining to professional standards. (Ref: CALEA 52.1.2)

Any allegation of corruption, brutality, misuse of force, breach of civil rights
and criminal misconduct shall be brought immediately to the attention of the
Chief. The chain of command will normally be used to inform the Chief of
complaints against the agency or its employees. Nothing herein prevents any
employee with information about misconduct from reporting it directly to the
Chief. The Chief or his designee shall consider names or persons identifying
information or details of the allegation confidential. (Ref: CALEA 52.1.3)

The Chief may, due to the seriousness of the allegation, request the allegation
be investigated by an outside law enforcement agency.

Professional Standards investigations shall be completed within 30 days from
the time of their receipt. An extension may be granted with the written
approval of the Chief. (Ref: CALEA 52.1.4)

Employees notified that they have become the subject of a professional
standards investigation shall receive a written statement of the allegations and
their rights and responsibilities relative to the investigation. Employees are
citizens and are, therefore, guaranteed all rights provided by federal and state
law. Employees will comply with Department’s directives and cooperate fully
with internal investigations. (Ref: CALEA 52.1.6)

The Chief may require an employee to submit to any of the following tests or
disclosures when it is specifically directed and narrowly related to a
professional standards investigation regarding the employee. Failure to follow
a direct order of this nature may result in a separate disciplinary action against
the employee.

1. Medical or laboratory examination of the employee, including
chemical tests;

2. Photographs of the employee;
3. Participation in a line-up by the employee;

4, Financial disclosure statements by the employee; and/or



5. Polygraph examination of the employee in accordance with the Garrity
decision of the U.S. Supreme Court. Note: The Chief may order
polygraph examinations for any employee of the Department who is
the subject or a witness in a professional standards investigation.
SLED examiners will conduct the examinations unless otherwise
approved by the Chief. (Ref: CALEA 52.1.7)

An employee may be relieved from duty on a temporary basis by any superior
in a position to observe, or be reliably informed of, conduct or behavior that is
serious enough to warrant immediate action. For instance, relief of duty may
be necessary for allegations of criminal misconduct or when the employee is
considered unfit for duty due to physical or psychological reasons. An
employee temporarily relieved of duty will be required to report to the Chief
the next working day. The supervisor imposing the relief will also report with
all necessary documentation. The Chief will determine what action is to be
taken and if the relief continues. (Ref: CALEA 52.1.8)

A “conclusion of fact” for each investigation into allegations of misconduct
will be made in accordance with the reporting requirements of the State,
certifying authority for law enforcement officers. The conclusion of fact will
state if the allegation was unfounded (false,) exonerated (true but conduct
lawful and proper,) not sustained (insufficient evidence to prove/disprove,)
withdrawn (complainant takes back allegations — Chief may choose to
continue,) misconduct not based on complaint (infractions not based in the
original complaint,) or sustained (supported by preponderance of evidence to
justify a reasonable conclusion of its occurrence.)

All records pertaining to professional standards investigations will be
maintained in a secure file in the Chief’s Office. The files will be classified as
confidential. (Ref: CALEA 52.1.10)

Supervisors will be trained in this policy’s procedures so they may effectively
assist the public with registering complaints. (Ref: CALEA 52.1.12)

Specific Procedure

Whenever anyone wishes to register a complaint against the Department or a
departmental employee, that individual shall be provided with the opportunity and
assistance needed to record their complaint. The below procedures shall be followed
at the time an individual informs a member of the Department of a desire to file a
complaint.

A

The citizen should be directed to a supervisor for assistance with the
complaint. If the citizen so desires, he/she should be directed to the Chief’s
office.

A statement form will be provided to the individual with instructions and
assistance in its completion.



C. The statement may be signed by the individual and witnessed by the assisting
employee. Anonymous complaints will be investigated.

D. A copy of the signed and witnessed statement will be provided to the
individual upon its completion.

E. The original statement will be placed in a sealed envelope, envelope marked
“CONFIDENTIAL” and delivered to the Chief or his designee as soon as
practical.

F. The Chief will assign the complaint to an appropriate supervisor (for minor

infractions) or the professional standards investigator (for more serious
allegations) or to another official (Chief’s discretion).

G. The employee looking into the allegation will notify the complainant that the
allegation has been received for processing and will also provide him/her with
periodic status reports. (Ref: CALEA 52.1.5, Items A & B)

H. The Chief shall notify the complainant of the results of the investigation upon
its conclusion. (Ref: CALEA 52.1.5 Item C)

l. All complaints against the Chief of the North Police Department should
immediately bypass the Department and be forwarded to the Police
Commissioner or Mayor.

Mark P. Fallaw Date
Chief of Police
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Police Department

Directive Type Effective Date Number
General Order April 1, 2004 1.9.1
Subject Amends/Supersedes
Biased-Based Policing (Profiling) April 1, 2003

Related Standards/Statutes/References/Policies
CALEA Chapter 1 and North Police Department’s Policy and Procedure
Manual, Chapter 3

Distribution Re-Evaluation Pages
All Personnel Annual 3
l. Purpose

To assure that the commissioned officers of the North Police Department are aware of
the prohibition regarding biased-based policing. The policy also provides guidelines

for training, collection of enforcement data and a mechanism for review of such data.

Il. Policy

Biased-based policing by commissioned officers of the Town of North is totally
unacceptable and is hereby prohibited. The stopping, detention and/or search of a
person or vehicle by any commissioned officer of the Department shall be based on
the minimum standard of reasonable suspicion that a crime has been committed, is
being committed or is about to be committed. Any and all subsequent arrests shall be

based on the minimum standard of probable cause.
I1. Definitions

A. Biased-Based Policing (unlawful profiling)

The stopping and detention of a person/motorist and/or the searching of a
vehicle or persons based solely on a common trait of a group. This includes
but is not limited to the individual’s race, ethnicity, gender, sexual orientation,

age religion, cultural group, and/or socioeconomic status.

B. Citizen Contact

Any contact between a citizen and a North Law Enforcement Officer in the
prevention, investigation and/or collection of information for law enforcement
purposes. Public contact with a member of the public for the purpose of
gathering or disseminating information of a non-investigatory nature is not

“citizen contact” within the scope of this policy.



C. Probable Cause

Avrticulable facts and circumstances that exist within the arresting officer’s
knowledge that are sufficient to warrant a reasonable person to believe that a
crime has been or is being committed by the person to be arrested.

D. Reasonable Suspicion

Avrticulable facts sufficient to the officer, based on his knowledge, training and
experience, that the person is committing, has committed or is about to
commit a crime.

IV.  Training

A All commissioned officers will receive initial training that will address the
scope and purpose of this policy that includes but is not limited to the legal,
moral and procedural reasons for the prohibition against biased-based policing
and the potential disciplinary ramifications for the violations thereof.

B. All commissioned officers will be required to receive annual in-service
training that will address the scope and purpose of this policy that includes but
is not limited to the legal, moral and procedural reasons for the prohibition
against biased-based policing and the potential disciplinary ramifications for
the violations thereof.

C. All commissioned officers will be required to receive additional in-service
training in such topical areas that may include, but are not limited to,
proactive enforcement tactics, officer safety, courtesy, cultural diversity,
interpersonal communications and legal aspects that govern search and

seizure.

D. All commissioned officers will be required to receive initial training in the
data collection methodology requirements and annual in-service training
thereafter.

V. Disciplinary Actions

A Corrective and/or disciplinary actions for violations of this policy shall be in
accordance with the Policy and Procedure defined in Chapter 3 of this manual.

B. Corrective actions may include additional training, verbal counseling and
other disciplinary actions up to and including termination.

VI.  Data Collection
A. Citizen contact information is collected in order to monitor the activity of the

law enforcement effort and to provide a database for future policy initiations
and manpower allocation.



The North Police Department shall establish a standard operating procedure
for the entry of citizen contact information. The SOP shall be approved by the
Chief of Police and be in accordance with established procedures for
collecting such data.

VII. Administrative Review

A.

The Chief shall appoint a committee to review the statistical information
generated through the data collection processes.

The committee shall consist of a chair and will have no fewer than two
representatives from the Department. The committee members shall include a
supervisor and a line officer and shall serve at the pleasure of the Chief.

The committee shall establish a protocol for reviewing the statistical
information, which shall ensure an accurate determination of the agency’s
compliance with this policy.

The committee shall meet no less than twice a year and will review all
data/information for policy violations, offenses, trends, etc. The committee
will prepare an annual biased-based policing status report that addresses all
findings for the Chief’s information and review.

The committee may meet more regularly at the direction of the Chief or at the
request of a supervisor.

The Professional Standards Division, at the request of the Chief, shall
investigate potential occurrences of biased-based policing after analysis of the
collected statistical data. Professional Standards shall be required to
investigate citizen allegations of biased-based policing.

(Ref: CALEA 1.2.9)

Mark P. Fallaw Date
Chief of Police
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Police Department

Directive Type Effective Date Number
General Order April 1, 2004 1.10.1
Subject Amends/Supersedes
Limits of Authority April 1, 2003

Related Standards/Statutes/References/Policies

CALEA Chapter 1 and SC Code of Laws, Title 56

Distribution Re-Evaluation Pages
All Personnel Annual 3
l. Purpose

To establish limits of authority, discretionary judgment and alternatives to arrest.
Policy

All sworn personnel are permitted to apply professional and impartial discretionary
judgment in situations involving investigative and arrest procedures. In addition to
statutory requirements, legal precedent and contemporary public opinion may be
considered when exercising discretion. The use of discretion shall be sharply limited
in felony situations. Greater latitude of discretionary judgment will be permitted in
the investigation of misdemeanors and Town Ordinance violations. Nothing in this
directive is to be construed as permission to disregard any law. Each officer will be
held accountable for his/her actions in these circumstances.

Procedure
A. Legal Authority

All commissioned/sworn officers of the Department are employed as Town
Police Officers and have Town jurisdiction and arrest powers.
(Ref: CALEA 1.2.1)

B. Alternatives to Arrest

The power of arrest granted to police officers is one of the alternatives
available to them under circumstances that require some form of police action.
Additional alternatives that are effective, and still allow an officer an
alternative to arrest, are issuing a Uniform Traffic Ticket in lieu of arrest or
“courtesy” summons after arrest without a warrant. (Ref: CALEA 1.2.5)



Use of the State Uniform Traffic Citation is permitted in lieu of
obtaining an arrest warrant for traffic offenses and certain designated
state criminal law offenses under Section 56-7-10 of the SC Code of
Laws.

Use of arrest alternatives will be sharply limited in violations that are
General Sessions offenses or when a subject cannot be positively
identified. Sworn officers should consult with their supervisors if
unsure about arrest alternatives.

Subjects shall not be arrested solely because of minor traffic
violations, and/or similar minor offenses where a Uniform Traffic
Citation may lawfully be used in lieu of custodial arrest.

The Non-Resident Violators Compact (NRVC) provides a procedure
by which a non-resident receiving a traffic ticket in a NRVC member
state must fulfill the terms of that ticket or face the possibility of
license suspension in the motorist’s home state until the terms of the
ticket are satisfied.

Use of Police Discretion

In lieu of formal action, an officer may exercise discretion and choose
informal action to solve the problem, such as referral, informal resolution,
and/or verbal warning. (Ref: CALEA 1.2.6)

1.

Referrals — The officer shall offer referrals to a competent referral
system, or other entity, when in the officer’s discretionary judgment, it
is the most reasonable alternative for the offender and the violation.

Informal Resolution — An officer, at his/her discretion, may offer
informal resolutions to situations and conflicts when in the officer’s
judgment they can be adequately resolved by informing the proper
agency or organization, advising parents of juvenile activity, etc.

Verbal Warnings — A verbal warning may be given by an officer
when, in his/her discretionary judgment, it is the most reasonable
alternative for the offender and the violation.

Pre-arraignment Confinement (Ref: CALEA 1.2.5)

1.

If someone is arrested based upon probable cause and, before his/her
arraignment, further investigation determines that sufficient probable
cause no longer exists, a supervisor will be immediately notified.
Once approved, the magistrate shall be notified and the arrestee must
be released as soon as possible. Except in extreme cases, the arrestee
will sign a waiver of liability form. Under no circumstance should the
arrestee’s release be contingent upon signing the form.




2. A detailed report of arrest will be completed outlining the events that
led to the probable cause for the arrest.

3. In all such cases, the Chief of Police or his designee shall be notified.

Mark P. Fallaw Date
Chief of Police
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Directive Type Effective Date Number
General Order April 1, 2004 1.11.1
Subject Amends/Supersedes
Abuse of Power/Conformance with Laws April 1, 2003
Related Standards/Statutes/References/Policies

CALEA Chapter 11

Distribution Re-Evaluation Pages
All Personnel Annual 4

l. Purpose

To establish the rules, regulations, and code of conduct for the North Police
Department.

1. Policy
A. Employees of the Department shall conduct themselves in such a manner so as
not to abuse the authority, rights, privileges, or benefits associated with

employment.

B. Employees of the Department shall conduct themselves in such a manner so as
to conform to all applicable laws.

I1. Rules and Regulations

A. Abuse of Power

1. Employees shall conduct themselves in such a manner so as not to
abuse the authority, rights, privileges, or benefits associated with
employment. (Ref: CALEA 11.4.1)

2. Employees are prohibited from using their official position, authority,

identification, or any reference to the North Police Department:

a. For financial gain;

b. For obtaining privileges not otherwise available to them or
other law enforcement personnel;

C. For committing improper acts under color of law;



10.

d. For avoiding the consequences of illegal acts; or

e. For any purpose other than official business.

No employee shall solicit or accept from any person, business or
organization any reward, gratuity, fee, favor or other consideration for
the benefit of the employee, his/her family, or the Department if it may
be reasonably inferred that the person, business or organization giving
the gift:

a. Seeks to influence action of an official nature;

b. Seeks to affect the performance or non-performance of an
official duty; or

C. Has an interest, which may be substantially affected, either
directly or indirectly, by the performance or non-performance
of an official duty.

Access to and dissemination of official records and information must
be in accordance with expressed policy or with supervisory approval.
The unauthorized dissemination of official information, records, or
reports is strictly prohibited.

Matters of an official nature will be treated confidentially by all
employees of the Department. Details concerning departmental
business, sources of information, status of cases, or any other
information concerning the personnel, operation or investigations of
the Department will not be discussed with those outside the
Department, except when necessary to assist another law enforcement
agency with an ongoing investigation.

Employees will not remove official records, documents, or files from
any Department office and will not release them, or information from
them, unless it is by the due process of law or by permission of the
Chief of Police.

An employee shall not permit any other person to use his/her badge,
identification card, or credentials.

Employees of the Department shall not make a false report or
knowingly enter or cause to be entered any inaccurate, false or
misrepresented facts in any official record.

Employees shall not convert to their own use or have any claim on
found property, recovered property, or property held as evidence, as
specified by South Carolina Law.

Employees shall not interfere unnecessarily with the lawful business of
any person.



11.

12.

An employee of the Department shall not authorize the use of his/her
name, a photograph that identifies the employee as affiliated with the
Department, or the officer’s official title in connection with the
advertisement of any product or commercial enterprise without the
approval of the Chief of Police.

No employee will participate in an investigation in which he/she, a
member of his/her immediate family, or close personal friend, is
involved either as a suspect or a witness. The employee will report
such relationship(s) to his/her supervisor.

Conformance with Laws

1.

Employees shall conduct themselves in such a manner so as to
conform with all applicable laws.

a. Each employee shall obey the laws of the United States, State
of South Carolina, and local jurisdictions.

b. If the evidence revealed by an investigation indicates that it is
more likely than not that an employee has knowingly
committed an act that constitutes a violation of a civil or
criminal law or ordinance, in the judgment of the Chief of
Police, then the employee may be deemed to have violated this
policy irrespective of whether the employee is prosecuted or
convicted.

Employees shall provide the Department notice of actual or potential
criminal charges.

a. If an employee is arrested, or has reason to believe that he/she
IS a suspect in a criminal investigation, the employee will
immediately notify his/her supervisor and set forth any and all
circumstances known to the employee concerning the arrest
and/or investigation.

b. An employee who is arrested or indicted for any offense other
than a minor traffic offense may be suspended.

C. An employee who is suspended as a result of charges may be
terminated before final disposition of the charge against
him/her and not withstanding that (a) the charge is ultimately
dismissed or dropped or (b) the employee is acquitted, if the
Chief of Police or his designee, after investigation, determines
the charge is true.



3. Employees of the Department shall promptly pay all just debts and
legal liabilities incurred by them. They shall immediately inform the
Chief of Police of any lawsuits or legal action initiated against them.

Mark P. Fallaw Date
Chief of Police
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Police Department

Directive Type Effective Date Number
General Order April 1, 2004 1.12.1
Subject Amends/Supersedes
Oath of Office/Code of Ethics April 1, 2003
Related Standards/Statutes/References/Policies

CALEA Chapter 1

Distribution Re-Evaluation Pages
All Personnel Annual 4

l. Purpose

To require all sworn personnel to take an Oath of Office prior to assuming sworn or
non-sworn status, and to abide by the Law Enforcement Code of Ethics while
employed as an employee of the Town of North. (Ref: CALEA 1.1.1)

Il. Policy

It is the policy of the North Police Department to require all personnel, prior to
assuming sworn status, to take an Oath of Office to protect and defend the
Constitutions of the United States and the State of South Carolina. All sworn and
non-sworn personnel will be provided with, and agree to abide by, the Law

Enforcement Code of Ethics.

1. Procedure

Each and every employee, agent or representative of the North Police Department
shall complete the accompanying form upon being hired or commissioned as an
employee, agent or representative of the Department. This requirement includes both

sworn and non-sworn personnel.
Oath of Office

First, I do solemnly swear (or affirm) that | am duly qualified, according to the

Constitution of this State, to exercise the duties of the office to which I have been
appointed, and that I will, to the best of my ability, discharge the duties thereof, and
preserve and protect and defend the Constitution of the State and of the United States.

I swear that | am under no promise, in honor or law, to share the profits of the office
to which I have been elected or appointed, an that | will not directly or indirectly, sell

or dispose of said office or the profits thereof, but will resign, or continue to
discharge the duties thereof during the period fixed by law, if I so long live



Law Enforcement Code of Ethics

As a law enforcement officer, my fundamental duty is to serve the community to
safeguard lives and property; to protect the innocent against deception, the weak
against oppression or intimidation and the peaceful against violence or disorder; and
to respect the constitutional rights of all to liberty, equality and justice.

I will keep my private life unsullied as an example to all and will behave in a manner
that does not bring discredit to me or my agency. | will maintain courage and calm
in the face of danger, scorn or ridicule; develop self-restraint; and be constantly
mindful of the welfare of others. Honest in thought and deed both in my personal and
official life, I will be exemplary in obeying the law and regulations of my department.
Whatever | see or hear of a confidential nature or that is confided to me in my official
capacity will be kept ever secret unless revelation is necessary in the performance of
my duty.

I will never act officiously or permit personal feelings, prejudices, political beliefs,
aspirations, animosities or friendships to influence my decisions. With no
compromise for crime and with relentless prosecution of criminals, | will enforce the
law courteously and appropriately without fear or favor, malice or ill will, never
employing unnecessary force or violation and never accepting gratuities.

| recognize the badge of my office as a symbol of public faith, and | accept it as a
public trust to be held so long as | am true to the ethics of police service. | will never
engage in acts of corruption or bribery, nor will I condone such acts by other police

officers. I will cooperate with all legally authorized agencies and their
representatives in the pursuit of justice.

I know that I alone am responsible for my own standard of professional performance
and will take every reasonable opportunity to enhance and improve my level of
knowledge and competence.

I will constantly strive to achieve these objectives and ideals, dedicating myself
before God to my chosen profession ...law enforcement.

Mark P. Fallaw Date
Chief of Police



Town of North

Police Department

OATH OF OFFICE
CODE OF ETHICS

Purpose

To require all sworn personnel to take an Oath of Office prior to assuming sworn status, and
to abide by the Law Enforcement Code of Ethics while employed as an employee of the
Town of North.

Policy

It is the policy of the North Police Department to require all personnel, prior to assuming
sworn status, to take an oath of office to protect and defend the Constitutions of the United
States and the State of South Carolina. All sworn personnel will be provided with, and agree
to abide by, the Law Enforcement Code of Ethics.

Oath of Office

First, | do solemnly swear (or affirm) that I am duly qualified, according to the Constitution
of this State, to exercise the duties of the office to which | have been appointed, and that I
will, to the best of my ability, discharge the duties thereof, and preserve and protect and

defend the Constitution of the State and of the United States.

I swear that | am under no promise, in honor or law, to share the profits of the office to

which | have been elected or appointed, an that | will not directly or indirectly, sell or

dispose of said office or the profits thereof, but will resign, or continue to discharge the
duties thereof during the period fixed by law, if I so long live



Law Enforcement Code of Ethics

As a law enforcement officer, my fundamental duty is to serve the community to safeguard
lives and property; to protect the innocent against deception, the weak against oppression or
intimidation and the peaceful against violence or disorder; and to respect the constitutional

rights of all to liberty, equality and justice.

| will keep my private life unsullied as an example to all and will behave in a manner that
does not bring discredit to me or my agency. | will maintain courage and calm in the face of
danger, scorn or ridicule; develop self-restraint; and be constantly mindful of the welfare of
others. Honest in thought and deed both in my personal and official life, I will be exemplary
in obeying the law and regulations of my department. Whatever | see or hear of a
confidential nature or that is confided to me in my official capacity will be kept ever secret
unless revelation is necessary in the performance of my duty.

I will never act officiously or permit personal feelings, prejudices, political beliefs,
aspirations, animosities or friendships to influence my decisions. With no compromise for
crime and with relentless prosecution of criminals, | will enforce the law courteously and

appropriately without fear or favor, malice or ill will, never employing unnecessary force or
violation and never accepting gratuities.

| recognize the badge of my office as a symbol of public faith, and I accept it as a public trust
to be held so long as | am true to the ethics of police service. | will never engage in acts of
corruption or bribery, nor will I condone such acts by other police officers. 1 will cooperate
with all legally authorized agencies and their representatives in the pursuit of justice.

I know that I alone am responsible for my own standard of professional performance and
will take every reasonable opportunity to enhance and improve my level of knowledge and
competence.

I will constantly strive to achieve these objectives and ideals, dedicating myself before God

to my chosen profession ...law enforcement.

I hereby understand and agree to terms of the Oath of Office and Law Enforcement
Code of Ethics as depicted and described in this supplication.

Employee's Signature Date

Mark P. Fallaw Date
Chief of Police
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Police Department

Directive Type Effective Date
General Order April 1, 2004
Subject

Agency Property

Related Standards/Statutes/References/Policies

CALEA Chapter 17

Distribution Re-Evaluation
All Personnel Annual

l. Purpose

To control the purchasing, inventory, maintenance, and control of agency-owned

property.

Il. Policy

The Department will maintain a regular inventory of all items owned by the Town
that have a value over $300 and any items of lesser value that have been assigned a

property inventory tag.
1. Procedure

A Property Requisition

1. The Chief shall designate a Sergeant who shall be responsible for

Number

1.13.1

Amends/Supersedes

April 1, 2003

Pages

making requests to the Chief for agency-owned property.

2. All requests for the purchase of police related property will be submitted
to the Chief’s designee through the chain of command, who will submit
the requests to the Chief of Police for approval. The Chief may delegate

limited purchasing authority.

3. After being approved, a purchase order will be issued and sent to the
Town Clerk for approval. All purchases of $1,000 or more must first be

approved by the Town Council.

4. All purchases must be made in conformance with the Town of North

purchasing procedures.



B.

Property Distribution and Management

1.

Departmental Property

Upon receiving police related property, the Chief’s designee will
check the property for good repair and proper working condition.
Property, except motor vehicles, having a value over $300 will be
classified as a fixed asset and will be marked with a property inventory
tag furnished by the Town Administrative Office. Property valued at
less than $300 may be marked with a property inventory tag at the
discretion of the Chief’s designee or Chief of Police. Motor vehicles
will be assigned a unique two-digit number. The Chief’s designee will
then notify the requesting person that the new item can be picked up.
(Ref: CALEA 17.5.1)

Departmental Forms

a. The Staff Assistant is responsible for maintaining an adequate
supply of departmental forms on hand.

b. Forms that need to be stocked are ordered by the Staff Assistant
through the Chief of Police.

C. Prior to reordering forms, the Staff Assistant will check with
departmental personnel to ascertain if a change needs to be made
to a particular form.

Property Management
The issuance of Department-owned property to authorized users will

be considered as a responsibility of the property management system,
and will be regulated as such by the Chief’s designee.

Property Accountability

The accountability of Department-owned property is a responsibility of the
property management function of the Police Department and all property will
be accounted for as follows:

1.

The Chief’s designee will maintain a property inventory file of all
agency-owned property and equipment having a value of $300 or
more, a property inventory tag and motor vehicles. The Chief’s
designee is responsible for the issuance and re-issuance of property to
authorized employees. An annual inventory of this property will be
made and the results documented and reported to the Chief of Police.

Expendable property with a value of less than $100, such as pens,
pencils, and other like office supplies, are available from the Clerk.



The armory (weapons and munitions) will be under the control of the
Chief’s designee, who will be responsible for the accountability of these
items. Any unaccounted change in the inventory will be immediately
reported to the Chief of Police.

Any agency-owned property that becomes inoperable through normal
use must be reported to the supervisor of the section where that property
is assigned or used. It is the responsibility of that supervisor to notify the
Chief’s designee of the problem.

If an agency-owned item such as a firearm requires servicing, the Chief
or his designee will contract with a qualified serviceman or agency to
complete the repairs.

The Chief’s designee is responsible for control and issue/reissue of
badges, uniforms and uniform accessories.

Upon separation from the Department the employee is responsible for
immediately returning all issued items to the Chief’s designee. All items
are expected to be clean and serviceable. The cost to replace lost or
repair damaged items will be at the separating employee's expense. The
Chief’s designee is responsible for the issuing and reissuing of uniforms
and equipment to authorized users.

(Ref: CALEA 17.5.2)

Responsibility of Operational Readiness

Maintaining stored items of Department property in a state of operational
readiness is a responsibility of the members of the Police Department to whom
the equipment is assigned.

1.

Agency-owned equipment and property stored in the property supply
room will be kept in a condition of operational readiness. This includes
proper care and cleaning, preventive maintenance, repair, and
serviceability. It is the responsibility of the Chief’s designee to
maintain and inspect such property and equipment.

Agency-owned equipment and property stored and used in the various
sections of the Police Department will be kept in a condition of
operational readiness. The responsibility for the maintenance and
inspection of such property rests with the section supervisor or other
officer where the property is used or kept.



3. Problems regarding the condition or maintenance of agency-owned
equipment and property will be directed to the Chief’s designee. The
Chief’s designee may appoint an officer to assist him/her with this
function.

(Ref: CALEA 17.5.3)

Mark P. Fallaw Date
Chief of Police
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l. Purpose

To establish guidelines for the professional use and appearance of equipment and
personnel employed by the Department.

1. Policy

Every employee shall use and display Department equipment in a professional
manner. It is the policy of the Department that each employee’s personal grooming
and dress shall be appropriate for the job. Only officers with special permission from
the Chief of Police will be excused from these provisions.

I1l.  Procedure
A. Appearance — All Department Employees
1. All employees will appear in court, official meetings, hearings,
training and other official functions dressed in uniform when required

or dressed in appropriate attire when suitable.

2. For males, appropriate attire means a conservatively designed suit or
sports jacket with a necktie and dress slacks.

3. For females, conservative attire means a conservatively designed
dress, or skirt and blouse, or suit. Female uniformed officers may wear
plain, post type earrings without dangling or decorative parts.

4, The use of tobacco products is prohibited by any employee while in
direct contact or in view of the general public.

a. This policy includes, but is not limited to, the road patrol, foot
patrol, bicycle patrol, or desk duty.



b. Tobacco products will include cigars, cigarettes, or pipe
smoking, or smokeless tobacco.

C. Smoking is prohibited in all Town and Department buildings.

Body cleanliness, neat dress, good hygiene, proper hair length, clean-
shaven appearance, shined shoes, etc. shall be the responsibility of
each officer. An officer’s appearance is subject to inspection by a
supervisor.

Hair shall be neat and clean and not interfere with the normal wearing
of the standard uniform. Sideburns shall not extend beyond the bottom
of the opening of the ear.

a. For male officers, the length of the hair shall not extend beyond
the collar of the uniform shirt or over the ear.

b. For female officers, hairstyles may be worn at reasonable
length commensurate with existing styles and in such a manner
as not to interfere with or distract from their duties. Longer
styles of hair should be pinned up so as to limit the possibility
of it being grabbed in confrontational situations.

Facial hair will be acceptable as follows:

a. A mustache can be worn but must be neatly trimmed and
cannot extend below the upper portion of the upper lip;

b. There shall be no “handlebars” on a mustache; and

C. The sides of a mustache shall not extend beyond the corners of
the mouth.

d. Beards and/or goatees are prohibited.

The Chief, or his designee, can grant exceptions to the above
grooming requirements for medical reasons and/or for special
investigative assignments. (Ref: CALEA 26.1.1)

B. Uniform — Equipment Issue and Maintenance

1.

Upon hire, each employee will be issued appropriate uniform clothing
and equipment as determined by the Chief or his designee. Accepted
Department uniforms include a work and wear duty uniform and
variations of embroidered duty uniforms, bike uniforms and
variations of embroidered and screen-printed shirts, jumpsuits, coats,
hats, semi-dress, and full dress.



All sworn personnel will be issued the standard navy blue work and
wear duty uniform, rain coats, winter jacket/coat and other standard
equipment including nylon belts, holsters, handcuff cases, radio cases,
etc. Administration sworn personnel will be issued a navy blue semi-
dress uniform that includes a navy blue long sleeve polyester shirt and
navy polyester pant, leather dress shoes, a navy blue tie, a navy blue
dress hat, a leather basket-weave dress belt and a leather basket-weave
holster. Administration sworn personnel will also be issued a navy
blue full-dress uniform that includes a white polyester shirt, navy blue
polyester pant with a gold stripe and white gloves. Administration
non-sworn personnel will be issued a combination of gray, burgundy
or navy blue embroidered, collared pullover shirts. Command Staff
sworn personnel will be issued the standard navy blue work and wear
duty uniform, the semi-dress uniform and a combination of burgundy
or navy blue embroidered, collared pullover shirts. Other staff and
sworn personnel may be issued a combination of burgundy or navy
blue embroidered, collared pullover shirts as may be deemed necessary
by the Chief of Police. Specialized division or unit personnel may be
issued additional equipment as deemed necessary by the Chief. These
divisions or units may include but not be limited to the Special
Operations Division or Bike Patrol Units or any other specialized
division or unit. For purposes of this sections, the Chief of Police has
designated that Special Operations sworn personnel will be issued,
burgundy or navy blue, embroider, collared pullover shirts, gray,
burgundy or navy blue screen-printed, collared pullover shirts, a
screen-printed wind jackets/coat, a whistle, gloves, goggles, and a
helmet.

All uniform clothing and equipment will be listed on an Officer
Inventory Sheet. The employee receiving the uniform clothing and
equipment will sign for all items and the person issuing the equipment
will sign the form stating the items were issued. Additional issue of
uniform clothing and equipment will be made only when old items are
returned. They must be unserviceable or unable to be used.

Each employee will be expected to maintain equipment and keep it in
good operating condition. Employees are expected to launder
uniforms ensuring a clean, neat, presentable, and professional
appearance at all times. Deterioration of uniforms beyond normal
wear and tear may result in the employee being responsible for the
repair or replacement of such uniforms or equipment.

Upon separation from the Department, each officer will be required to
return all uniform clothing and equipment in a clean serviceable
condition. If the officer fails to return any items, the cost of the
item(s) may be passed on to the employee.



Employees will request additional uniform clothing in writing.
Employees will be required to request the issuance of clothing when
present clothing is unserviceable. All information on the request form
must be complete. AIll unserviceable items must be returned.
Returned items must be tagged with the employee’s name.

Employees will notify a supervisor if any non-expendable equipment
is lost, stolen, or destroyed. Employees will notify the supervisor in
writing and submit the information immediately after the realization
of the circumstances.

Employees should ensure the accuracy of the inventory form. The
employee issuing and receiving any clothing or equipment will verify
this form. (Ref: CALEA 41.3.5)

Uniform — Equipment Specifications

1.

Department personnel may only wear or utilize those uniform articles
issued or authorized by the Department.

No officer will alter, add to, remove, or in any way change parts or
accessories of the Department’s uniforms or equipment without the
Chief’s permission.

All officers will carry only their Department issued firearm or pre-
approved personal firearm while on duty. The carrying of a secondary
or “back-up” firearm is prohibited, unless approved by the Chief or his
designee, for limited specialized assignments.

Officers may only carry ammunition, which is issued or approved by
the Department.

Portable radios must be worn on the belt on the side opposite that on
which the sidearm is worn. Officers may wear the black case or black
carrier.

The Department issued breast badge shall be worn on the left breast of
the outermost garment being worn, unless an embroidered badge is on
that garment. If the garment has an embroidered badge, the officer
must wear a visible badge and badge clip next to the officer’s weapon.
Breast badges shall be worn when employees use duty uniforms, semi-
dress uniforms or full-dress uniforms. When other variations of
uniforms are worn—such as collared pullover shirts—badges will be
visibly worn on belts and will be secured with a Department issued or
approved belt badge clip next to the officer’s weapon.

The Department does not use stripes or other insignias on the sleeves
of shirts. However, sworn staff personnel above the rank of patrol
officer will be issued collar insignias. If applicable, collar insignias
will be worn on the lower most portion of the collar, nearest to the



10.

11.

12.

outer edge of the shirt collar on duty uniforms, semi-dress or full-dress
uniforms. If sworn personnel are using semi-dress or full-dress
uniforms, additional star pin collar insignias will be issued and worn
nearest to the point of the collar so that the pins hold the collar to the
shirt. Special Operations personnel are authorized to use black collar
insignias for their specialized uniforms, including embroidered or
screen-printed collared pullover shirts. Unless specifically noted in
policy, other insignias not described in this policy shall be worn in
accordance with instructions provided by the Chief or his designee.

A folding knife, with a blade not exceeding four inches, may be worn
on the duty belt in a case with a securable flap, or carried in the pants
pocket. Straight bladed knives are prohibited.

All uniformed officers will wear an identification name bar when
wearing the routine patrol duty uniform. The name will be centered on
and flush or % inch above the right pocket flap.

Police award recognition pins, awarded through a source of the Chief’s
choice may be worn by uniformed officers to whom they have been
awarded. The pin is to be worn flush or ¥ inch above the name bar and
centered on the pocket flap. Additional award pins, if awarded, may be
worn in rows of no more than three, directly adjacent to each other, in
order of precedence, lowest to highest. The lowest award will be on
the bottom row closest to the center of the shirt.

Certification pins awarded by the South Carolina Department of Public
Safety, Criminal Justice Academy Division, or other pins as approved
by the Chief, may be worn flush or % inch above award recognition
pins, or in the absence, the name bar.

Slapjacks, brass knuckles, gloves with lead fillings and any other
weapons that are not specifically authorized by this policy are
expressly prohibited.

Equipment — Clothing Uniformed Officers

1.

It shall be the responsibility of each officer to wear the departmental
uniform with pride and dignity. Each officer is expected to wear a
complete uniform cleaned and ironed with proper creases and not in
need of repair.

Officers will not wear the official uniform, or articles of the uniform,
except when on-duty, when traveling to and from work, or on other
occasions when representing the Department.

Articles of clothing not issued by the Department, but relative to
employment as a commissioned police officer with the North Police
Department, may be considered a uniform. Any such items bearing
“North Police Department” or the design of the Police Department



10.

11.

badge etc. should be submitted to the Chief for approval of design and
quality before purchase. If approved, the articles should only be worn
in an official capacity; i.e., training, police sporting events, etc. They
should not be worn socially or casually.

Shirts shall be worn with proper insignias including nameplate, badge,
and collar pins issued by the Department.

The short sleeve duty shirt is to be worn, open collar, when prescribed
by the Department, but generally recognized as the period April
through October. A black or dark blue t-shirt shall be worn under the
shirt.

The long sleeve duty shirt may be worn open collar, or with a dickey
issued by the Department (yearly directives will be issued by the
Department concerning the transition from one seasonal uniform to
another.)

All semi-dress and full-dress uniforms will be long sleeve and will be
worn with a tie. Administration sworn personnel must wear a white t-
shirt under the white polyester dress uniform.

Issued or approved belts, holsters, and other gear shall be properly
maintained.

Socks of black or navy blue color shall be worn with shoes that expose
socks, unless prescribed otherwise by a doctor.

Officers shall wear black shoes issued or approved by the Department
and shall wear black shoelaces.

All officers assigned to road patrol duties may wear a Department-
issued or Department-approved duty hat. Hats shall be worn when
officers are in view of the public. This includes but is not limited to
assignment of vehicle patrol, foot patrol, special assignments, other
duties, or at times when directed by the Chief or his designee. Officers
may use discretion in wearing the hat when operating a vehicle as
defined by Department policy. Hats shall not be worn in buildings
unless directed by the Chief or his designee. Exceptions to this policy
may be granted under exigent, emergency, or other extenuating
circumstances.

Hats should be displayed professionally. The hat will be worn level on
the head, between %2 and one inch from the top of the ears, and should
be free from dirt and wrinkles. The visor may be moderately shaped or
formed but should not be excessively curled.



Equipment — Clothing Non-Uniformed Officers

1.

Certain officers within the Department may be authorized to wear
civilian clothes and will receive an annual allowance established by
the Chief. Individuals eligible to receive the clothing allowance must
be fully commissioned officers, certified by the South Carolina
Department of Public Safety, Criminal Justice Academy Training
Division. The Chief or his designee will identify employees who meet
the above qualification and who will receive the allowance.

Eligible employees must sign an agreement to refund the Department a
portion of their total clothing allowance should they terminate
employment or transfer positions before the end of the fiscal year. The
portion to be refunded in the fiscal year after the month of scheduled
departure shall be prorated by the remaining months of the fiscal year.
Money received from an allowance refund must be receipted by the
Department and deposited as an expenditure reduction.

Clothing allowances will be issued only upon receipt of paid invoices
from eligible individuals. Invoices must reflect the dollar amount, date,
and place of purchase.

Clothing allowances will be processed through the payroll department
and documented for tax purposes in compliance with applicable tax
laws. Personnel receiving an allowance must realize the allowance will
be treated as income for tax purposes.

Clothing purchased in accordance with this policy must meet the
Department’s appearance standards, must be of good quality, and
appropriate to the mission.

Appropriate clothing articles include, but are not limited to, the
following: suits, shirts, skirts, blouses, pants, dresses, ties, sport
coats/jackets, rain and overcoats, shoes, and belts.

(Ref: CALEA 22.2.7)

Traffic Safety Equipment

1.

Officers shall wear the traffic vest when assigned to any traffic control
duty that necessitates the officer being in the highway. If an officer
arrives on the scene of an emergency that requires traffic control the
officer shall put on the traffic vest as soon as is practical.

If the yellow raincoat is being worn by the officer, the vest is not
required. (Ref: CALEA 61.3.2, Item G)



G. Vehicle — Equipment Issue, Use and Maintenance

1.

The Department will provide appropriate vehicles for the performance
of duties. Vehicles as defined by this policy are any mode or means of
transportation whether mechanically, electronically, or self-propelled
to include automobiles, trucks, vans, bicycles, or other specialized
equipment as approved by the Chief. The Chief may issue Department
vehicles to certain officers based on Department needs. Only
authorized Department personnel may operate or be issued Department
vehicles. Every employee using a marked vehicle that bears distinctive
identification that signifies the Department will wear an approved
Department uniform when operating the vehicle unless exigent
circumstances exists or the employee has received prior approval from
the Chief of Police.

All officers are required to complete daily inspections of Department
vehicles and report any deficiencies or maintenance needs to a
supervisor. Officers are authorized and required to have minor
maintenance such as oil changes or flat tires completed or repaired as
needed. Supervisors will determine if Department vehicles are suitable
for use or must have immediate maintenance.

Officers may not alter, add, remove, or in any way change parts or
accessories of Department vehicles without the Chief’s permission.

Officers will use safe driving practices and operate all Department
vehicles in accordance with applicable state, county or local laws.

Unless contractual or other approval is requested by the Chief and
approved by the Police Commissioner, Department vehicles may only
be used for official Department or Town business. The Chief must
approve the use of vehicles for specialized functions, training, mutual
aid, out of town travel or other needs that contribute to the execution
of the Department’s mission and duties.

Absent exigent circumstances or prior approval by the Chief,
passengers in Department vehicles are limited to Department
personnel, other law enforcement or public safety officials, staff,
visitors, dignitaries or other persons that contribute to the
Department’s mission.

Mark P. Fallaw
Chief of Police

Date
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l. Purpose

To clearly define the functions of communication and establish guidelines and
procedures for equipment. The basic function of communications and equipment is
to satisfy the immediate information and equipment needs of the law enforcement
agency in the course of its normal daily activities and during emergencies. It is the
latter situation that places the greatest demands upon the communications system and
tests the capability of the system to fulfill its function.

Policy

It is the policy of the North Police Department to purchase and issue its officers the
necessary equipment to ensure that assigned tasks are completed as required. All
issued equipment shall be monitored and documented on a departmental form and
each officer held accountable for such equipment. However, the Department will
maintain equipment resulting in malfunction from normal use.

Procedure

In addition to communications devices and other necessary equipment, North Police
Department will issue other specific communications equipment. This equipment may
include but not be limited to radios, digital pagers and cellular phone equipment.

(Ref: CALEA 81.2.6)

A. Radios

1. The Department shall provide continuous communications among
officers. The Department shall own and maintain all radio equipment
other than that equipment provided by assisting agencies. The
Department will be responsible for licensing and other associated costs
with any communications system. The Chief may permit officers to
carry authorized personal communications equipment.

(Ref: CALEA 81.2.3)



Immediate communications capability provides a measure of safety
and security to law enforcement officers and the community.

Officers are required to possess departmental radio equipment that
ensures continuous contact with other officers. Road Patrol officers are
required to possess a hand-held unit to enable communication among
other officers and agencies.

Digital Pagers

1.

Each police officer will be provided a digital pager for business
communication use.

The paging service will be maintained through the lowest bidding
business. The company will be required to provide statewide service
and additional contiguous state coverage.

Each officer is required to constantly monitor his/her pager and
respond within 15 minutes of receiving notification from the
Department. Officers understand that they are on-call 24 hours a day,
seven days a week.

Understanding that exigent circumstances may prevent an officer from
making immediate contact, the officer shall return the call within a
reasonable amount of time. If an officer fails to return a call within
thirty minutes, the officer shall receive a second notification. Each
officer shall make a diligent effort to respond to any Department call
with promptness.

This policy shall exclude officers on vacation, sick or other approved
absences.

Cellular Phones

1.

The Chief or his designee may provide continuous or limited
responsibility to any Department member to monitor or utilize a
cellular telephone. Generally, each division or division supervisor will
be provided with cellular communication equipment. Each person
shall monitor or have immediate access to the equipment.

The Road Patrol has permanent assignment of a cellular phone. The
current system uses the Verizon Wireless system. Each officer is
expected to be familiar with this system. Officers shall utilize the
cellular system when necessary and will adhere to an agreement
concerning usage times.



D. Not withstanding the provisions of this procedure, officers will not be subject
to disciplinary action for legitimate malfunction of equipment. However, each
officer shall make a timely report of equipment malfunction to a supervisor.

Mark P. Fallaw Date
Chief of Police
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l. Purpose

To inspect and evaluate the quality of the operations of the North Police Department, to
ensure that employees are complying with agency requirements and to ensure
accountability is achieved.

Il. Policy
It is the policy of the North Police Department to conduct line inspections on a regular

basis to assess the Department's effectiveness and the compliance of its employees with
the policies, procedures, rules and regulations of the Department.

1. Procedure
A. Personal Appearance and Uniform Standards Inspection
1. Procedure

Supervisors shall visually inspect all officers on their shift on an
informal basis. The supervisor may, in his/her discretion, conduct
formal inspections from time to time. These inspections shall include:

a. Physical appearance and grooming.

b. Condition and cleanliness of uniform.

C. Condition and polish of leather items.

d. Correct wearing of insignia and other uniform items.
e. Condition and use of only authorized items.

f. Periodic inspection of duty weapon and ammunition.



Frequency: Daily
Responsibility

Shift supervisor. These informal inspections shall be made on a daily
basis to ensure that members are meeting the Department's appearance
standards. If the supervisor discovers any deficiencies he/she will have
the officer make on the spot corrections. If this cannot be done the
supervisor will assist the officer in requisitioning replacement uniform
items or equipment.

Written Report

If a deficiency is serious or flagrant the supervisor will initiate
disciplinary action using the Personnel Action Report. Exemplary
appearance can be documented in a written memorandum from the
supervisor.

Follow-up
After giving the employee a reasonable amount of time to correct the

deficiency the supervisor shall check the employee to ensure that
corrective action has been taken.

Vehicle Inspection

1.

Procedure

Each officer, including supervisors, shall inspect any vehicle prior to
driving it. This inspection shall include but not be limited to:

a. Condition and cleanliness of the exterior and interior.
b. Fluid checks and condition of lights.
C. Condition of tires, including spare.

d. Radio, MDT, siren, emergency lights, cage and shotgun.

e. First aid Kit, fire extinguisher, blankets, bloodborne and air
borne protection items, seatbelt cutter, restraint belt, lightsticks
and jack.

During the monthly inspection the supervisor will use the same
procedure to inspect the vehicles assigned to the members of his/her
shift.

Frequency: Daily by officer; Monthly by supervisor.



3. Responsibility
The supervisor is responsible for spot checking officers and their
vehicles to ensure that the daily inspections are being conducted.
Supervisors are responsible for inspecting each vehicle assigned to
their shift on a monthly basis. Any deficiency noted during inspection
will either be corrected on the spot by the officer or sent to the
appropriate repair facility.

4. Written Report
Any deficiency that cannot be corrected on the spot will be recorded on
the vehicle maintenance report and the officer will advise the
supervisor. The supervisor will complete a Monthly Inspection Report
for all vehicles assigned to his/her officers including his/her vehicle.
This report is then forwarded to the Chief or his designee for review. If
a deficiency is due to negligence or abuse by the officer the supervisor
will take disciplinary action using the Personnel Action Report.

5. Follow-up
The supervisor will be responsible for following up with the officer to
ensure that corrective action has been taken. This may include
inspecting the vehicle again.

C. Police Facility Inspection

1. Procedure
Supervisors will make a walk through inspection of the police building.
This inspection shall include:
a. General condition and cleanliness of the building and furniture.
b. Safety and security of the building.
C. Check of interior and exterior lighting.
d. Condition and presence of emergency equipment to include fire

extinguishers, smoke detectors and emergency lighting.
2. Frequency: Daily by supervisors; Monthly by the supervisor.
3. Responsibility

The supervisors are responsible for the inspection of the safety, security
and general condition of the building, furniture and office equipment.
Supervisors will make on the spot corrections when possible. Any
deficiencies that cannot be corrected by the supervisor will be reported
to the Chief’s designee for corrective action.



4. Written Report

The supervisor will forward a written memo to the Chief or his designee
describing any deficiency that could not be corrected on the spot and
recommending a solution.

5. Follow-up

On his/her next working day the supervisor will check the area of the
building, furniture or equipment that was deficient to ensure that
corrective action has been taken. On matters referred to the Chief or his
designee he/she will follow-up to ensure that corrective action has been

taken.
D. Special Purpose Line Inspection
The Chief of Police may direct special purpose line inspections on an as
needed basis.
(Ref: CALEA 53.1.1)
Mark P. Fallaw Date

Chief of Police
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l. Purpose

To establish uniform procedure in the Department for the handling and service of
(Ref: CALEA 74.1.1)

subpoenas.

Il. Policy

It is the policy of this Department to serve subpoenas promptly and for its officers to

attend court as scheduled unless properly excused.

1. Procedure

A Police personnel shall serve criminal and traffic court subpoenas for persons

Number

1.15.1

Amends/Supersedes

April 1, 2003

Pages

residing or employed within the corporate limits of North.

1. Personal service on subpoenas is preferred; however, for other law
enforcement officers, subpoenas may be left with a responsible
representative of that officer's department.

2. When officers receive subpoenas they shall be served as soon as service
demands permit. The shift supervisor is responsible for seeing that this
is done.

B. Subpoenas for persons living outside the community may be mailed and

registered by the Clerk of Court, or relayed to the police agency in that area for

personal service.

C. It is the responsibility of the arresting officer to list all witnesses in the incident
or accident report so that all witnesses can be subpoenaed. The arresting officer
shall investigate, prior to court date, the status of the subpoenas and witness

notifications pertaining to his/her case.



D. In the event an officer is scheduled off-duty on regular days off, holiday time,
compensatory time, vacation, military leave or is assigned to training and
receives a subpoena for a date prior to the officer's scheduled return to work, it
shall be the responsibility of that officer's supervisor to attempt to contact that
officer as soon as possible, and to notify the appropriate prosecutor' office or
court if the officer cannot be reached.

E. If a certificate of service is included with the subpoena the serving officer is
responsible for completing it and returning it to the Clerk of Court as soon as
possible.

F. In any case, if an officer is unable to serve a subpoena the officer is responsible

for returning the subpoena to the Clerk of Court as soon as possible.

G. It will be the responsibility of each individual officer to attend court whenever
properly notified. No officer will miss a scheduled court appearance unless:

1. Permission is granted in advance from the Chief and agreed upon by the
Prosecutor's Office, Solicitor's Office or the Municipal Court as is
appropriate.

2. The officer's supervisor is notified in advance of the scheduled court
date that the officer is not available on that date, and arrangements have
been made through the appropriate Prosecutor's Office to reschedule the
case or have another officer handle the case.

Mark P. Fallaw Date
Chief of Police



) State of South Carolina
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AFFIDAVIT OF SERVICE
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year , at approximately hrs, |
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at the location of

Signature of person completing service
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Subject Amends/Supersedes
Liaison with Other Agencies April 1, 2003

Related Standards/Statutes/References/Policies

CALEA Chapters 13, 61

Distribution Re-Evaluation Pages
All Personnel Annual 5
l. Purpose

To establish and maintain effective channels of communications between the North
Police Department, other public safety agencies and non-enforcement public and social
agencies.

Il. Policy

It is the policy of the North Police Department to establish interagency liaisons by
providing cooperation among the criminal justice community and by addressing areas
of mutual concern.

1. Procedure
A. Liaison With Criminal Justice Agencies

The goals and objectives of the North Police Department cannot be achieved
without the assistance and cooperation of all criminal justice agencies. This can
only be achieved by positive exchange with the local juvenile and adult courts;
prosecutor; probation and parole agencies; and adult and juvenile correctional
agencies.

1. Liaison with the Adult and Juvenile Court

The Department participates in a number of programs with both the
Orangeburg and surrounding County Circuit Courts and Family Courts
as well as the North Municipal Court. Officers shall continue this liaison
in the following programs, and in any other program initiated in
agreement with the Police Department.

a. Bond Hearing Request Form - On every arrest where an adult
subject is jailed, a Bond Hearing Request Form shall be
completed by the arresting officer. As the officer ordinarily does
not see the judge prior to setting a bond, this form is used to



advise the judge with the information necessary to make
appropriate bond decisions. The form will advise the judge
which jail the subject is in, the defendant's name, address and
date of birth, charges and unusual circumstances the officer
wants the judge to consider in setting the bond.

(Ref: CALEA 13.1.4)

b. Pre-trial Intervention - This program is for persons who have
been arrested for the first time for non-violent General Sessions
offenses. They may apply directly to the Solicitor's Office with
jurisdiction in the case or be referred by the court, the police
department or another agency. If the applicant is selected and
successfully completes the program the charge is dismissed. The
Department will cooperate by making referrals and in reporting
violations of this program.

C. Community Juvenile Arbitration Program - This program
permits the first time juvenile offender of a minor crime in
Orangeburg County to purge this record from the system by
completing a list of tailor-made requirements that were
determined by a volunteer arbitrator. The Police Department will
cooperate with this program by making referrals and actively
participating in the arbitration hearings.

d. Community Service Work Program - Orangeburg and
surrounding County Circuit Courts and Family Courts and the
North Municipal Court use community service work programs
as alternative sentencing. Our Department shall cooperate in
such programs, including noting any abuse of the sentencing

alternatives by the participants. (Ref: CALEA 13.1.5)
2. Liaison with the Prosecutor's Office
a. Meetings concerning pending cases:

In order to facilitate the successful prosecution of cases, officers
shall meet with the Town prosecutor or solicitor handling any
case prior to the case proceeding to trial. On the day that cases
are scheduled for trial, officers shall respond to court well in
advance of the scheduled trial time to review testimony, ensure
the availability of evidence, and answer any questions posed by
the prosecutor.



b. Questions concerning charges or sufficiency of evidence:

In any instances where a question exists as to the proper
charges to be filed, or if there is a question as to the sufficiency
of evidence to substantiate criminal charges, or legal
interpretations or other assistance is needed, officers may either
meet with or contact the prosecutor prior to filing charges, even
if this delays the initiation of an arrest.

C. Conflict with scheduling court appearances:

1) When, through receipt of a subpoena or other court
notification, an officer becomes aware of a conflict with
vacation or other leave, the officer must promptly notify
the appropriate Solicitor’s Office or, in Municipal Court
cases, the Clerk of Court. The officer may seek a
continuance of the case when appropriate.

2 When an officer is unable to attend a trial due to illness,
the officer must promptly notify the Solicitor's Office or,
in Municipal Court cases, the Clerk of Court, so that a
continuance may be obtained and other witnesses are
notified to cancel their appearance.

(3) Officers are urged to communicate with the Solicitor's
Office or Municipal Clerk of Court so that they are
aware of scheduling conflicts and able to act.

3. Probation and Parole Authorities

Officers shall cooperate with probation and parole authorities by
completing probation recommendation reports, and discussing cases
with probation officers during their investigations. Officers shall also
cooperate with probation and parole officers in cases of suspected or
actual probation/parole violations, or by reporting suspected
probation/parole violations to the appropriate probation and parole
officer.

4. Adult and Juvenile Correctional Agencies

Officers shall cooperate with adult and juvenile correctional agencies,
including any "Halfway House" or "Group Home" facilities that may be
based in North or adjacent communities. Police Officers will report any
actual or suspected violations to the responsible correctional authority.

B. Liaison With Other Law Enforcement Agencies
1. Cooperative or joint police operations are an important function for

effective law enforcement; however, such undertakings can incur
liabilities upon the officers, agencies and governments involved.



The North Police Department will assist outside agencies with warrant
and summons service within the Town, as well as conduct joint
investigations outside our Town of suspected criminal acts that occurred
within our Town.

In situations where the Department will assist or cooperate with other
law enforcement agencies in joint surveillance, stakeouts, vice or
narcotics operations and enforcement action is likely, it will be with
prior approval of the Chief.

a. If the operation is immediate and no contact with suspects or
enforcement action is anticipated or likely, then approval from
the on duty supervisor will suffice.

b. If the assistance or cooperation is requested by an outside
agency in fresh pursuit of a suspect within our jurisdiction,
nothing in this section shall preclude taking enforcement action,
and no prior approval is required as long as the officer adheres to
Department policy and procedure.

The Chief may meet on a regular basis with the area Police Chiefs and
other law enforcement executives.

A representative of the Department may attend meetings of the Capitol
Area Intelligence Organization (CAPIO), the SLED Criminal
Intelligence Section, the SC Crime Prevention Officers Association, the
SC D.A.R.E. Officers Association, Orangeburg County Missing and
Exploited Children Comprehensive Action Program (M/CAP) and all
officers are members of the SC Law Enforcement Officers Association
(SCLEOA).

The Chief, Accreditation Manager, and other involved officers may
attend meetings of the Commission for Accreditation for Law
Enforcement Agencies (CALEA) and the S. C. Association for Law
Enforcement Accreditation.

Liaison With the North Fire Department

The Chief and or the Chief’s designee will meet periodically with the North
Fire Chief to exchange information and coordinate public safety efforts.

Referral Criteria

Law enforcement officers, in the course of performing their duties, often
encounter people in need of help that can best be provided by another
criminal justice, public service or social service agency.



A list shall be posted in the Patrol Division Squad Room of various
public and social service agencies available in Orangeburg and
surrounding counties to assist people in need of such service. Officers
are encouraged to familiarize themselves with these agencies and use
their services when appropriate.

E. Liaison With DOT Engineering and County Public Works

The Chief of Police will act as liaison with the Department of Transportation
and both county Public Works Departments in matters relating to traffic
engineering and highway safety. The Chief will be responsible for ordering the
collection and compilation of necessary traffic data, traffic surveys and studies,
preparation of special reports and making for recommendations for
improvements to the appropriate agency. The Chief will be responsible for
advising the Town Administrator of the action taken.

1. All complaints or suggestions concerning traffic-engineering
deficiencies will be forwarded to the Chief of Police for his review.
2. The Records Section transmits copies of traffic accident reports,
including associated enforcement data, to the SC Department of
Transportation on a weekly basis. (Ref: CALEA 61.3.1)
Mark P. Fallaw Date

Chief of Police
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l. Purpose

To provide use of police officers and/or equipment, in certain situations, to perform
police duties outside of the territorial limits of the jurisdiction where the officers are
legally employed. This may be desirable and necessary in order to preserve and
protect the health, safety, and welfare of the public.

Policy

It is the policy of the North Police Department to provide reasonable assistance, upon
request, to any law enforcement agency or municipality within this state, or to any
State or Federal agency requesting assistance in the investigation or enforcement of
criminal laws. The North Police Department will provide intergovernmental police
service and assistance to any law enforcement agency during times of emergency and
routine police work when mutual aid would best serve the interests of each law
enforcement agency and its citizens.

Procedure
A. Geographical Boundaries
Officers will be provided access to a detailed map of the Town of North.
B. Concurrent Jurisdiction
1. Agencies having jurisdiction with the corporate limits of the Town are
the North Police Department, the Orangeburg County Sheriff’s Office,
the SC Law Enforcement Division, the SC Highway Patrol and
Federal law enforcement agencies.
2. Employees of this Department will offer complete cooperation when

situations arise where these agencies must exercise their authority
within the Town.



Authority of the North Police Department

a. In addition to the legal authority provided in this Chapter,
North Police Officers will enforce the rules, regulations and
ordinances of the Town of North and the laws of the State of
South Carolina and carry out all duties and responsibilities
assigned to the Police Department by the Town of North.

b. North Police will enforce the traffic rules and regulations of the
Town and the traffic laws as denoted in the SC Code of Laws,
on all streets within the jurisdiction of the North Police
Department.

C. The North Police Department has exclusive jurisdiction and
responsibility in matters pertaining to Town Ordinances.

SC Code of Laws 23-13-50 grants the sheriff with general law
enforcement authority throughout his county, regardless of the
presence of municipal subdivisions. All of the corporate limits of the
Town of North and its properties are situated in Orangeburg County,
South Carolina.

SC Code of Laws 23-3-10 grants the SC Law Enforcement Division,
(SLED), law enforcement authority throughout South Carolina.

SC Code of Laws 23-5-10 grants the SC Highway Patrol law
enforcement authority on all state roads and property within the State.

The Town of North corporate limits are conspicuously posted with
reflective signs denoting the limits and granting jurisdiction to North
Police. Other property owned or controlled by the Town of North, but
outside the corporate limits are conspicuously posted as being under
the jurisdiction of the North Police Department. Nothing prohibits
members of agencies with concurrent jurisdiction from enforcement
where situations occur in their presence, within the corporate limits.
This mutual aid section should be construed as to permit any
concurrent agency as having the same jurisdiction as North Police.

C. Mutual Aid Agreements

1.

The North Police Department has executed Mutual Aid Agreements
with some of the municipal and county law enforcement agencies in
Orangeburg and surrounding counties and areas of South Carolina as
provided by SC Code of Laws 23-1-210.



Originals or copies of the agreements will be kept on file in the Chief’s
office and copies will be distributed to officers for general review and
information purposes. The agreements shall be reviewed annually to
ensure that they describe the current legal status of, as well as, current
information about the agencies that are party to the agreements.

Providing Available Aid

1.

If North Police Officers are contacted by another agency requesting
mutual aid, the Lieutenant or senior officer will be immediately
notified so the situation can be reviewed and a determination made as
to the number of officers and what type of equipment will be sent to
the requesting department. No commitment of manpower or
equipment will be made without express permission of the Lieutenant
or senior officer.

The safety and security of the Town of North is the Department’s first
concern and only that manpower and equipment that can be spared
without leaving the Town unprotected will be sent.

In the event the authorizing officer is not the Chief, the Chief of Police
will be advised of the commitment of manpower or equipment as soon
as practical. It will only be necessary to notify the Chief immediately
if the expected commitment is to be lengthy or extensive, or if the
officer in charge feels recall may be necessary, or if Town personnel
are injured or property is damaged.

The authorizing supervisor will determine whether any special
manpower adjustments are necessary.

In all cases where North Police Department employees are deployed
outside their normal jurisdiction, the incident will be reported to the
Chief of Police.

Cooperative police service shall be rendered to each agency without
charge from the other. The agencies shall provide compensation,
pensions or retirement to its officers as provided by law.

Emergency Federal Law Enforcement Assistance

1.

In the event of a criminal offense in which there is concurrent
enforcement responsibilities, (i.e., bombings, bomb threats, major drug
violations, etc.) the Lieutenant or his designee will notify the FBI,
DEA, or other appropriate Federal agency having concurrent
jurisdiction. The North Police Department will cooperate with any
Federal law enforcement agency that has initiated an investigation that
involves the Town of North.



2. In the event of any other emergency in which Federal law enforcement
assistance may be needed, the Lieutenant or his designee should
contact the Chief of Police prior to requesting such assistance. The
Chief of Police will approve or deny the request and make appropriate
notification. (Ref: CALEA 2.1.4)

National Guard Emergency Assistance

An emergency may arise necessitating the call-out of the SC National Guard.
If such a circumstance exists, the Lieutenant or Captain must request the
assistance through the Chief. The Chief must request the call from the Mayor,
Commissioner or his designee. The Mayor, Commissioner or his designee will
then request the assistance from the Governor, pursuant to SC Code of Laws
25-1-1840. The Governor must authorize the call-out.

Mutual Aid Agreement Contents

The Mutual Aid Agreements provide all the necessary information to initiate
mutual aid activities either on behalf of North Police Department or at the
request of the neighboring law enforcement agency. This information
addresses the following:

1. The legal status of agencies and agency personnel responding to
mutual aid requests;

2. Procedures for vesting provider agency personnel with the legal
authority to act within the receiver agency jurisdiction;

3. Procedures for requesting mutual aid;

4. Identity of those persons authorized to request mutual aid;

5. Identity of persons to whom outside personnel are to report;

6. Expenditures, if any, which should be borne by the receiver agency to

compensate for the use of the provider agency’s resources; and

7. Procedures for review and revision, as necessary, of the agreement.
(Ref: CALEA 2.1.3)

Statewide Fingerprint Records System
SC Code of Laws 23-3-40 requires the submission of certain fingerprints to

the SC Law Enforcement Division. In accordance with this requirement, the
North Police Department will participate in the system.



l. Statewide Criminal Justice Information System

The SC Law Enforcement Division maintains a centralized statewide criminal
justice information system. Access to this system is through SLED
Headquarters via the local NCIC terminal. The North Police Department does
participate in this system.

J. Statewide Crime Reporting System

The State of South Carolina has established a statewide uniform crime
reporting system through the SC Law Enforcement Division. The North
Police Department shall participate by submitting the required reports to the
SC Law Enforcement Division.

Mark P. Fallaw Date
Chief of Police
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CALEA Chapter 11

Distribution Re-Evaluation Pages
All Personnel Annual 2

l. Purpose

To establish a formal method to facilitate the flow of communications between
Department members and the Chief of Police.

Policy

It is policy of the Chief of Police to have an open door to anyone within the Department
who has a matter to discuss.

Procedure

A The Chief of Police is available to entertain concerns, problems or general
discussions from employees.

B. Employees who desire to meet with the Chief should contact him. An
appointment may be required.

C. Employees need not follow their respective chain of command to avail
themselves of this policy. However, employees are cautioned that the intent of
this policy is to facilitate communications within the Department and will not
serve as a by-pass to established lines of authority.

D. To further facilitate the flow of communications, the Chief of Police, in his
discretion, may call multi-level Department meetings.

E. Attendance with the Chief of Police at multi-level meetings will be as follows;

1. Sergeants — without the presence of Command Officers.

2. Investigators, Corporals, Patrol Officers First Class and Patrol Officers
— without the presence of Sergeants.



3. Civilian Personnel — without the presence of civilian or sworn
supervisors.

Absent the command structure in listed detail, the Chief of Police may opt to
meet with any employee without the presence of his or her supervisor.
(Ref: CALEA 11.4.3)

Mark P. Fallaw Date
Chief of Police
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l. Purpose

To establish guidelines for contacting Town officials including but not limited to
Police personnel, Executive and Administrative Management, and Support Services
staff during normal operation as well as to provide additional guidelines for after-
hours notification.

Policy

It is the policy of the North Police Department to contact and maintain positive
communications with appropriate officials in the event of crisis, emergencies or other
situations that give rise to sensitive issues and matters pertaining to the Town of
North. North Police will assist in this endeavor by following procedures established
by the North Police Department, the Town Administration, the Town Council and the
Mayor. It is further the policy of this agency to promote community relations when
addressing concerns of citizens or employees that clearly fall within the parameters of
assistance that may be readily available to the North Police Department.

(Ref: CALEA 46.2.4)

Procedure

Police Department

A. Notification
North Police officers will notify an immediate supervisor and/or the Chief of
Police in the event that a crisis or emergency occurs within the corporate
limits that results in direct detriment to the Town, affects a town employee or

is a matter of sensitive nature that will result in direct reflection on the Police
Department or Town.



These crises or emergencies may include but are not limited to:

Death or Suicide;

Attempted Suicide;

Serious Injury or Iliness;

Missing Persons;

Violent or Extreme Disruptive Behavior;
Major Fires;

Rape/Sexual Assault;

Serious Physical Assault;

© oo N oo g M w DD F

Sexual, Racial or Ethnic Harassment that may bring rise of physical
violence or rioting;

Robbery;

-
o

11. Pursuits by the North Police Department;
12.  Officer Involved Shootings;
13. Death or Serious Injury of a Town of North Employee;

14.  Gross or Negligent Policy Violations.
Response

In the event that any of the above circumstances arise or any other situations
that the supervisor deems necessary, the supervisor will immediately notify
the Lieutenant or his designee. The Lieutenant or his designee will then
reassess the circumstances. If the situation is of serious nature, involves direct
detriment to the Department or Town or is listed as one of the above items, the
Lieutenant or his designee shall then immediately notify the Chief of Police.
In all circumstances, North Police Department employees will adhere to
organizational policy and chain of command restrictions. For incidents of a
lesser nature, the Lieutenant or his designee will take appropriate actions and
make appropriate notifications including but not limited to the:

Captain;
Deputy Chief
Chief of Police;

1

2

3

4, Police Commissioner;
5 Town Council;
6

Mayor.



Executive Management/Town Council

In any circumstance where Executive Management or Town Council must be
notified, the Chief of Police or his designee will make notifications based on
law enforcement recommendations, scene safety, and other pertinent facts that
may regulate notifications. Executive Management or Town Council should
be notified at home first. If unable to contact a member at home, alternate
methods should be employed. This may include but not be limited to personal
notification, cellular telephones, pagers, vacation locations, etc.

Support Services

1. Normal Operation

a.

North Police Department employees shall notify Support
Services via telephone for any call for service that requires the
immediate response, knowledge or other expertise of their
staff. Any such calls shall be handled promptly and
appropriately by either contacting them by telephone or pager.

Any such Town need that is located by a Department employee
shall be reported promptly and appropriately. Employees shall
follow the direction of policies and procedures of Support
Services or any other direction provided by the Chief of Police
or his designee. Employees may request care for most items
and needs using work orders.

2. After-hours

North Police Department employees shall only contact the Support
Services staff if the following conditions exist:

a.

b.

Major Electrical Outages;

Major Plumbing Problems;

Major Heating/Air Difficulties;

Major Roof Leaks;

Major Property Loss/Propensity of Property Loss;
Any Safety/Security Concerns;

At the direction of any Command Staff, Senior Management or
other Senior Town Official.



Call Procedure

When a Department employee finds that there is sufficient reason,
based on the above procedure and guidelines, to contact a Support
Services staff member, he or she shall follow the below procedure.

a.

The employee will be in possession of information of:

@ The exact location of the problem;

2 The name and phone number of person originating
complaint;

3) The type problem that exists;

4) Any corrective action taken Dby the Department
member.

The officer shall attempt to contact the Support Services
member by use of the telephone.

If unable to reach the member by telephone, the officer should
attempt to page the individual.

If the individual has not returned the call within 30 minutes, the
officer should attempt to reach the Support Services supervisor.

If the supervisor cannot be reached, he should then be paged.

If after 30 minutes neither party has returned the calls or pages,
the officer shall follow the Department chain of command in
notification of the appropriate departmental supervisor who
will contact the Mayor or other appropriate personnel.

Mark P. Fallaw
Chief of Police

Date



North
Police Department

North, South Carolina

"An Effective and Efficient Agency"

Policy and Procedure Manual

Chapter 2- Data Management

Mark P. Fallaw
Chief of Police

©2003



211
221
2.3.1
2.3.2
24.1
251
2.6.1
2.7.1

2.7.2

Chapter 2- Data Management
Table of Contents

Planning and Research

Fiscal Management

Records Administration

Records Administration Integrity
Forms Accountability
Management Information Systems
NCIC Management

Public Information

Information Control-Confidentiality/Integrity



North
Police Department

Directive Type Effective Date
General Order April 1, 2004
Subject

Planning and Research

Related Standards/Statutes/References/Policies

CALEA Chapters 13, 14

Distribution Re-Evaluation
All Personnel Annual
l. Purpose

Number

2.11

Amends/Supersedes

April 1, 2003

Pages

To establish the planning and research function of the North Police Department.

1. Policy

Planning and research activities are essential to effective management of the North
Police Department. All elements of the Department may be involved in some aspect

of the planning function.

I1. Procedure

A. The Chief of Police will coordinate the Department’s planning and research
function, as deemed necessary. The Chief has access to all the necessary
information resources to carry out this function. The Chief will brief the
Police Commissioner on planning and research findings.

(Ref: CALEA 14.1.2)

B. The Strategic Plan is comprehensive in scope and reflects the longer-term
needs and directions of the organization. The Chief will direct the annual
updating of the Department’s strategic plan and shall use agency reports to
develop a multi-year plan that shall address, at a minimum, the following:

1. Goals and operational objectives; (Ref: CALEA 13.2.3, Item A)
2. Anticipated workload and population trends;

(Ref: CALEA 13.2.3, Item B)
3. Anticipated personnel levels; and (Ref: CALEA 13.2.3, Item C)
4. Anticipated capital improvement and equipment needs.

(Ref: CALEA 13.2.3, Item D)



C. The Planning and Research Function will have basic responsibilities to
include, but not be limited to, the following:

1.

7.

8.

Conduct periodic workload assessments to determine the allocation
and distribution of personnel;

Research agency reports and conduct crime analysis studies to be
distributed to applicable functional components;

Conduct periodic surveys to determine any unfulfilled needs of victims
and/or witnesses of crime;

Conduct periodic surveys to determine community perceptions of the
Department;

Review current journals and publications to research successful
programs used by other law enforcement agencies;

Determine governmental funding sources and program opportunities;
Assist in the development of the Department’s annual report; and

Assist with other planning or research.

D. Any analytical reports generated by the planning and research function will be
disseminated to affected personnel or sections. This may include analytical
reports from sources outside of the Department that may be used in the
planning and research process. SLED Uniform Crime Reports are filed in the
Records Section and are available for review by any officer upon request.

(Ref: CALEA 14.1.3)

Mark P. Fallaw
Chief of Police

Date
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l. Purpose

To establish the procedures and responsibility for the fiscal management of the
Department and preparation of the annual budget.

Il. Policy

It is the policy of the North Police Department that all fiscal management policies be
in accordance with, and follow the accounting procedures of, the Town of North. The
Chief has the responsibility for the management of all fiscal aspects of the
Department, and the preparation and management of the budget.

(Ref: CALEA 17.1.1)

I1l.  Specific Guidelines

A. General responsibility for the fiscal management function and internal
monitoring of the Department is the responsibility of the Chief.

B. Fiscal management functions shall include the following:
1. Development of annual budget requests;
2. Supervision of expenditures and related controls;
3. Accountability, serviceability, and usage of agency equipment; and
4. Facilities management.
C. The Chief will develop the Department’s budget requests with the assistance

of the Captain. The Chief will review the completed annual budget requests
and forward it to the Police Commissioner, the Mayor and Town Council for
approval. (Ref: CALEA 17.2.1)



The Captain shall develop and maintain guidelines for supervisors to use in
the preparation of the annual budget. Guidelines will include the following:

(Ref: CALEA 17.2.2)

Unit supervisors will prepare budget requests and provide it to the
Chief no later than March 1, each year.

Requests must provide adequate justification for major expenditures.

Requests must include how expenditure relates and supports the unit’s
goals and objectives.

If an emergency appropriation is necessary that cannot be funded within the
Department’s budget, a request for additional funds will be prepared and
approved by the Chief before being forwarded to the Police Commissioner.

Requisition and Purchasing Requirements

1.

It shall be the responsibility of the supervisors to maintain the
equipment and supplies for the day-to-day operational needs.

The Captain will receive all requests for supplies and equipment. The
Captain will accomplish the following:

a. Determine if the equipment is available within the Department;

b. Establish the fair market value of the item needed, obtain bids,
select the vendor based on price, quality of product and Town
policy;

C. Prepare a purchase requisition and submit it for approval; and

d. Receive and issue the purchased item.

(Ref: CALEA 17.3.1, Items A, B & C)

All supervisors shall monitor the use of equipment and supplies
needed for operations under their span of control. Supervisors should
maintain adequate supplies and conduct regular inspections to avoid
unanticipated emergency expenditures.

Emergency purchases may be made only in situations that endanger or
threaten to endanger health, welfare, and/or safety of the employees or
the public. Approval should be sought for the purchase as soon as the
time and situation permits. Documentation of the extenuating
circumstance will be provided with the request for payment.

(Ref: CALEA 17.3.1, Item D)



5. The Chief will be responsible for the preparation of any request for
supplemental or emergency appropriation and/or funds transfer. Funds
may be reallocated from one program to another to cover an
unanticipated purchase. (Ref: CALEA 17.3.1, Item E)

Accounting System

The Department’s accounting system shall be monitored by the Chief for
compliance with appropriate Town policies. The Clerk's Office maintains all
accounts and the Department is provided monthly computer printouts, which
contain the following:

1. Initial appropriations for each account; (Ref: CALEA 17.4.1, Item A)
2. Year-to-date expenditures;
3. Balances at the commencement of the monthly period;

(Ref: CALEA 14.4.1, Item B)
4. The unencumbered balance. (Ref: CALEA 17.4.1, Item D)
Cash Funds (Ref: CALEA 17.4.2)

The copy sales box is for the receipt of funds for copies of reports only. The
Administrative Section shall charge $2.00 per copy for police reports
requested by someone other than law enforcement personnel or by persons not
named within the report. Monies received for reports will be deposited in a
timely manner and in accordance with the policies and procedures of the
Department. The total of monies on hand will not exceed $50.00. If
collections are less than $50.00, deposits will be made at the discretion of the
Chief, but no less than monthly. The beginning monthly balance will be zero.
The Department is not authorized to maintain change monies in the report
copy sales box.

Inventory and Control

The Department will control and account for all Department-owned property

in accordance with Inventory Control procedures, which includes an annual

inventory. In addition, the following internal controls will be complied with:
(Ref: CALEA 17.5.1)

1. Signature Cards

Signature cards will be maintained on all weapons owned by the
Department and issued to its personnel. Signature cards will be stored
in the weapons security container or in the Chief’s office. All
unserviceable equipment will be returned to the Department.



2. Equipment Issue Records

Computers, police radios, typewriters, and other accountable
equipment issued will be recorded on equipment receipts.
(Ref: CALEA 17.5.2)

J. Operational Readiness of Equipment

The Captain will make every effort to maintain all unissued uniforms and
equipment in an operational condition for reissuing. Emphasis will be placed
on the condition of weapons and radios. Items in storage will be inspected
annually. (Ref: CALEA 17.5.3)

Mark P. Fallaw Date
Chief of Police
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Directive Type Effective Date Number
General Order April 1, 2004 2.3.1
Subject Amends/Supersedes
Records Administration April 1, 2003

Related Standards/Statutes/References/Policies

CALEA Chapter 82, SC Code of Laws, Titles 23, 30, and Title 28 of the
Code of Federal Regulations

Distribution Re-Evaluation Pages
All Personnel Annual 9
l. Purpose

To establish procedures for the effective, and efficient review, recording,
maintenance, control and retrieval of records that are the responsibility of the North
Police Department.

Policy
It is the policy of the Department to operate a central records system that complies

with all federal, state and local regulations and that allows for the productive use of
the information contained therein by all of its law enforcement elements.

Procedure
A Records Function
1. Report review is delegated to the immediate supervisor of the
reporting officer. This review is made to ensure completeness and
accuracy of all reports and that all reports are submitted. The Captain
will conduct a secondary review of reports to ensure the reports are
submitted to the proper units and/or individuals and that the reports
comply with all applicable standards.
2. Report control (availability and confidentiality of all reports) will be
the responsibility of the Chief.
3. Record maintenance (maintenance and distribution of reports) will be
the responsibility of the Chief.
4, Record retrieval (filing and location of reports) will be the

responsibility of the Chief and will be accomplished by case number.



National Incident Based Reporting System (NIBRS)

The Department participates in the NIBRS in conjunction with the South
Carolina Law Enforcement (SLED). The Chief will adhere to all policies and
procedures promulgated by SLED for the collection and submission of this
data. The Department manually collects and submits this data.

(Ref: CALEA 82.1.3)

Documentation of Law Enforcement Activities

It is the policy of the Department that official records be prepared and
maintained to document all law enforcement activity, whether originated by a
citizen, another agency or an employee. (Ref: CALEA 82.2.2)

1.

Documentation will be prepared for the following categories of
incidents, if they are alleged to have occurred within the Department’s
service area:

a. Citizen reports of crime;

b. Citizen complaints;

C. Citizen requests for service when an employee is dispatched;

d. An officer is assigned to investigate;

e. An employee is assigned to take action at a later time;

f. Criminal and non-criminal incidents initiated by or coming to
the attention of Department personnel;

g. Automobile accidents investigated by a Department employee;
and

h. Incidents involving an arrest or the issuance of a summons in

lieu of arrest.

This documentation of law enforcement activity may be in the form of
a completed report, citation, incident report, and/or accident report.

The reporting officer is responsible for notifying the complainant of
the action taken if the complainant requests to be notified.

D. Field Reporting System

1.

Reports

Employees of the Department will use the appropriate report form(s)
applicable to the nature of the incident being reported. The report will
be well written and complete upon submission. Forms generally used
in the field reporting include but are not limited to: Incident Reports,
Supplemental Reports, Accident Reports, Booking Reports, traffic
tickets, statement forms, chain of custody forms and towed vehicle
forms. (Ref: CALEA 82.2.1, Item B)



2.

Procedures to Complete Forms (Ref: CALEA 82.2.1, Item A)

a.

Incident Report — All reports of a criminal offense (as defined
by the Uniform Crime Reporting handbook) received by the
Department that occur within the service area will be recorded
on the Incident Report form and will be issued an Incident
Report number.

1) Incident Reports will be completed on criminal acts that
are brought to the attention of an officer and occur
within the service area, even though the complainant
does not wish to file charges or have a report made.

2 Incident Reports will be completed by an officer
initiating an officer-citizen contact of an investigative
type (Terry stop); any other officer-citizen contact the
officer deems is necessary, and after every adult arrest.

3) Incident Reports will be completed by an officer
wishing to report a local violation to the appropriate
authority. These reports will be forwarded to the
Chief’s office for recording and referral.

4) Incident Reports will be used to record all arrests.

(5) Traffic accidents involving a fatality will be recorded
on an Incident Report and Accident Report.

(6) Incident Reports will also be used to record certain
types of incidents of a non-criminal nature and will
record all applicable information. All persons involved
should be listed on the form. Non-criminal incidents
requiring an Incident Report are: deaths (natural and
suicide), suicide attempts, missing persons, prowlers,
fires not classified as arson, assistance rendered to
another agency, medical assistance rendered to an
individual if the individual was transported to a medical
facility, lost/found property, missing inventory,
recovered stolen property, and local ordinance or policy
violations not specific to an individual.

Supplemental Report — A Supplemental Report will be
submitted by an officer when it is necessary to explain, expand
or continue with information from the Incident Report; to
record important confidential information not contained in the
incident report such as investigative leads and unsubstantiated
information that could be of investigative use such as
intuitions, hunches, possibilities, etc.; and to record expanded
narratives.



1) Supplemental Reports will be neatly and legibly
printed.

2 The report will be attached and filed with the original
report if completed at the same time.

Booking Report — A Booking Report is to be filled out for
every arrest, including physical arrests for traffic offenses and
non-custodial arrests in which a summons is issued. The report
must be filled out as completely as possible at the time of
arrest.

Miscellaneous Reports — Other miscellaneous reports are to be
used by officers to report certain specialized situations.

1) Chain of Custody Forms — required of employees to
report property taken into or released from custody, in
accordance with policy.

(2) Accident Report — required of the investigating officer
conducting an accident investigation in accordance with
North Police Department procedures.

3) Statement Forms — required of the officer taking the
statement. To be witnessed by two parties, signed/dated
by the statement provider, and a copy given to the
statement provider.

Required Information

At a minimum, all field reports will contain the date and time of
report, names of all principals (if known), nature of the incident, and
reporting individual’s name. Specific instruction procedures for
completion of Incident and Supplemental Reports are available in the
Squad Room. Instructions for Accident Reports are in the Uniform
Traffic Accident Report Instruction Manual provided to every sworn

officer.

(Ref: CALEA 82.2.1, Item C & D)

Submitting and Processing Reports

a.

All reports will be completed by the end of the shift as quickly
as possible and then submitted for review by the Chief.

A supervisor will review all reports prior to submission.

The Captain will review each report, process the report into the
records system and forward the appropriate information and
reports to SLED, applicable Town Officials and/or other
applicable units. (Ref: CALEA 82.2.2, Item E)



Case Numbers

1.

The case numbering system used by the Department and overseen by
the Chief requires the assignment of a unique case number to every
case. Case numbers are assigned consecutively within each month and
calendar year in a numerical sequence; i.e., NP0301001, NP0301002
etc.

Under this procedure, no number will be duplicated or omitted. The
Captain shall review all reports to ensure the numbering system is
followed. (Ref: CALEA 82.2.3)

Supervisory Review of Reports (Ref: CALEA 82.2.4)

1.

Every report submitted by an employee will be reviewed for
completeness and accuracy by a supervisor, as specified in this
procedure. The supervisor will check the report and will return
unsatisfactory reports to the writer for necessary corrections.

All reports must be turned in at the end of the officer’s shift. If the
report is not completed, the supervisor must approve the delay. If
approved, the officer must turn in a copy of the incomplete report with
a notification to the Captain advising when the report will be
completed. The officer’s supervisor is responsible for ensuring that
officers submit reports in a timely fashion.

Distribution of Reports (Ref: CALEA 82.2.5)

1.

All reports will be checked by the supervisor for accuracy and
forwarded to the Captain for processing. Processing includes: ensuring
that all reports are numbered as outlined earlier in this procedure;
entering all criminal reports into the Criminal Records Information
Management Evaluation System (CRIMES) that includes a master
name index file; routing copies of reports to internal units (i.e.,
investigations for follow-up, Victim-Witness Coordinator, Crime
Analyst, roll-call room, etc.); and sending copies of reports to outside
agencies or departments, as requested.

The Chief, Deputy Chief, Captain and Town Clerk are authorized to
provide copies of Incident or Accident Reports to the principals
identified in the report or their representatives. Signatures of persons
obtaining copies of reports will be obtained on the Document Sign-Out
ledger. Reports that are solely the result of, or the fruits of
investigative efforts, will not be released to anyone other than those in
the criminal justice system. In accordance with federal and state
regulations, the Chief will resolve questions concerning the
dissemination of reports.



H. Status of Reports (Ref: CALEA 82.1.5)

1.

The original copy of all Incident Reports and their supplements will be
retained in records. The Captain will ensure that the correct case
number has been assigned. Copies of cases may be forwarded to other
units for review and follow-up, as needed.

Upon the review of an Incident Report, the Captain may assign the
case for further investigation. The name of the officer assigned for
follow-up will be entered into a log maintained to track assigned cases.

Cases entered into the case assignment log will have their status
reviewed at least every 30 days by the Captain or his designee.

l. Audit and Evaluation

1. The SLED Criminal Justice Information and Communications
System’s audit team will conduct an audit of the entire records system
every two years.

2. Employees are encouraged to make constructive suggestions to
improve the reporting system upon observation of areas needing
improvement.

J. Records Retention Schedule

In accordance with the SC Code of Laws (30-1-90 <b>) and the Archives of
the State of South Carolina, a schedule of retention and destruction for records
has been established. No records are to be retained, transferred, destroyed, or
otherwise disposed of in violation of this schedule. (Ref: CALEA 82.1.2)

IV.  Records Operations

A. Accessibility of Records

1.

The Chief or his designee will control accessibility of all reports,
records, and other information stored in the records. Sensitive
information shall be placed in a locked file cabinet. The file cabinets
containing such records will be kept locked whenever the Chief or his
designee is not present. (CALEA 82.1.1, Item C)

Information contained in written reports and stored in the Records
Section will be released outside the Department in accordance with SC
Code of Law 23-3-110 through 23-3-140. Criminal History Record
Information will be released under the guidelines established in the US
Department of Justice regulations (Title 28 of the Code of Federal
Regulations, part 20) with regards to dissemination, completeness,
accuracy, audits, security requirements, access and review.

(Ref: CALEA 82.1.1, Item D)



3. Only authorized persons shall have access to such records. All other
persons requesting access requires the direct supervision of one of the
authorized persons and “need to know.” (Ref: CALEA 82.2.1, Item C)

4. The only personnel authorized to release records are the Chief or his
designee. (Ref: CALEA 82.1.1, Item D)

Records Repository

The Records Section maintains a repository of records, which includes
Incident Reports, traffic accident reports, and agency copy of traffic tickets,
daily sheets, and assistance waivers.

Criminal History Files and Arrest Identification Numbers

1. An arrest record is made of all persons arrested and is maintained in
the Records Section.

2. The record will consist of the arrest card, copy of Incident Report,
Booking Report, Fingerprint Card and most recent photo, if available,
all contained in a manila folder or envelope. The NCIC criminal
history can be obtained through the local terminal if needed. The
record will be marked with the individual’s arrest identification
number and cross-referenced to other files for the same individual.

3. The arrest identification number will be a unique number assigned to
each person arrested by the Department and will be used on all
subsequent arrests. The Records Section personnel will assign the
numbers and ensure that no such numbers are duplicated or skipped.

Recording Arrest Information

A Booking Report is to be filled out and fingerprints/photograph taken for
every adult arrest, custodial and courtesy. These reports will be filled out as
completely as possible and with attention to detail. Every effort will be made
to obtain current information so Records Section personnel may update
previously reported data. (Ref: CALEA 82.3.7)

Records Maintained Outside of the Records Section

1. Most reports generated by the Department are maintained in the record
section. Some records, usually of either a confidential nature or
containing such information, which renders them more appropriately
stored in a specific unit or section, are maintained outside the Records
Section.

2. Other reports and records, both official and unofficial, that are
maintained by the various components within the include, but are not
limited to the following:



a. Chief’s Office — personnel records, personal correspondence
files, professional standards records, confidential informant
files, and confidential fund records, alarm records and reports
of inventory losses.

b. Investigations Unit — case files and criminal intelligence files.

(Ref: CALEA 82.3.5)
F. Recording Dispositions

All criminal cases presented for prosecution will have the final disposition
reported by the officer in a Supplemental Report and same disposition
recorded on all arrest records by the Records Section personnel. Dispositions
will also be forwarded to SLED using FBI Form R-84.

V. Traffic Records

A. Traffic Accident Data

Reports:

Traffic Accident Reports will be completed and turned in by
the end of the officer’s shift. If that is not possible, a copy of
the incomplete report will be turned in with a notification of
the anticipated date of completion. The supervisor must review
all Accident Reports. Copies of completed Accident Reports
may be disseminated to the principals or their representatives
as with other reports.

B. Traffic Enforcement Data

1. Traffic Citation Records

The Chief or designated personnel will issue blank citation
books to all personnel. For accountability purposes, Records
Section personnel will log the date issued, the supervisor’s
name and inclusive numbers of citations into the logbook.
Supervisors will maintain a log of all issued citations in the
unit’s files. All other copies of issued or voided citations, with
the exception of the violator’s copy, are forwarded to the
Captain who will maintain them in a secure file.

(Ref: CALEA 82.3.4, Items A & B)

Officers reporting to court will sign for the remaining copies on
court day and will return them with properly annotated
dispositions that same day. North Police Department copies
will be forwarded by the Records Section and the agency
copies (white) of citations will be maintained in numerical
order.



C. Blank citations will be stored in a locked cabinet in the
Records Section. (Ref: CALEA 82.3.4, Item C)

2. The Chief has access to all traffic citation records and dispositions.
Location data may be gathered through manual research of the citation
records. (Ref: CALEA 82.3.3, Item B)

Accident and Enforcement Analysis Reports

Traffic accident analysis reports and traffic enforcement analysis can be
provided to any officer requesting it through a manual search conducted by
Records Section personnel of traffic citations and their locations.

(Ref: CALEA 82.3.3, Item D)

Mark P. Fallaw Date

Chief of Police
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Police Department

Directive Type Effective Date Number
General Order April 1, 2004 2.3.2
Subject Amends/Supersedes
Records Administration Integrity April 1, 2003

Related Standards/Statutes/References/Policies
CALEA Chapter 82 and North Police Department’s Police and Procedure
Manual, Chapter 3

Distribution Re-Evaluation Pages
All Personnel Annual 2
l. Purpose

To establish procedures for the effective and efficient review, recording,
maintenance, monitoring and control of records and charging documents for the
North Police Department. These documents include but are not limited to Town
summonses, State summonses or warrants.

Policy
It is the policy of the North Police Department to use a records system to maintain,

document and control records in the use of fair and equitable enforcement of laws
with integrity and without discrimination.

Procedure
A. Records and Document Integrity
1. Every charging document of the North Police Department is an official
document. It is the Department’s mission to maintain and control
official records with a high level of integrity.
2. Each officer is expected to assist with completeness and accuracy of
all records and reports. Every document will be issued in accordance
with prescribed and applicable laws. (Ref: CALEA 82.1.1)

B. Limits of Authority

Although every officer is given a discretionary use of authority in issuing
summons and other charging documents, each officer is held to prescribed
standards of law relating to such documents. In accordance with these laws,
officers will not make offers of pleas, reduce charges, void charging papers or
otherwise dispose of charges or documents without the express authority of
the Chief of Police.



C. Disciplinary Action

Not withstanding other provisions, every officer will be held accountable for
actions specifically related to charging documents. Officers who violate the
provisions of this section will be subject to outlined disciplinary actions as
outlined in Chapter 3 of this manual. Based on investigative determinations,
the action may be inclusive of demotion, suspension or termination.

Mark P. Fallaw Date
Chief of Police
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Directive Type Effective Date Number
General Order April 1, 2004 2.4.1
Subject Amends/Supersedes
Forms Accountability April 1, 2003
Related Standards/Statutes/References/Policies

CALEA Chapter 13

Distribution Re-Evaluation Pages
All Personnel Annual 6

l. Purpose

To ensure accountability for forms used to record the activities of the Department.
1. Policy
It is the policy of the North Police Department to have strict accountability for those
forms that record an exchange of money and those forms whose accountability are
mandated by law. General accountability shall be required for all other forms.
I1l.  Procedure
A Accountability
1. The Department uses numerous forms in its daily operations. Many of
the forms are required by external agencies and may not be deleted or
modified by Department employees. Those forms that are developed
internally may be modified or deleted by the Chief or his designee.
2. For accountability purposes, forms are divided into two classes:

a. Strict Accountability

Accountability is required for blank and completed forms and
is subject to audit.

b. General Accountability
Accountability is required for completed forms only and they

may be maintained within a particular section or unit or within
the Records Unit.



3. The Chief or his designee shall establish and maintain a list of
accountability. The list will define which forms are used, how their
accountability is maintained, and where they are filed. Those forms
requiring strict accountability will follow the specific procedures
outlined for their use. Those forms requiring general accountability
follow the guidelines and will be tracked only after they have been
completed and are assigned a case or other number. They are subject
to the procedures as outlined in the Records Administration Section

2.3.1 of this manual. (Ref: CALEA 13.2.1)

Storage

1. Unused forms will be stored either in the Records Unit or under the
control of the specific person/function designated as responsible for
that form.

2. Forms stored in the Records Unit are managed by, and under the

control of, the Chief and the Town Clerk. Completed forms filed in
other areas or sections are under the control of that supervisor.

3. When employees need additional forms, they must complete a form
request and submit it to the Town Clerk. The Town Clerk will review
the request and if appropriate, issue the requested number of forms.
Employees shall not copy Department forms from copies and will only
use those forms that are accounted and requested through the Town
Clerk. The Town Clerk will maintain a dated log of employees
requesting forms and the amount of forms requested.

Form Development, Modification and Deletion

The Chief or his designee is responsible for form development, modification
and deletion. Any employee may submit recommendations regarding the use
of a form to the Chief and all employees are encouraged to do so. The Chief
will review any proposed form, modified form or suggested deletion of a form
to ensure that it meets the reporting needs of the Department and that the
information captured on the form does not unnecessarily duplicate
information documented by another form.

Review

The Chief will review all new or modified forms to ensure the accuracy and
necessity of the form and to verify the consistency of its format with
established record maintenance and data processing requirements. The Chief
will also provide samples of the form among the employees who will use the
form so that their comments can be considered.



E. Approval

The Chief must approve all new forms, modifications to forms or deletions of
forms. (Ref: CALEA 13.1.2)

Mark P. Fallaw Date
Chief of Police
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Forms Accountability List
To assure compliance with the Department policy governing forms accountability, the
following list provides for the authorized use of forms for which employees of the Department
have strict and general accountability.

STRICT ACCOUNTABILITY
TYPE OF FORM LOCATION FORMAT

SC Uniform Traffic Citation Books Records Section Numbered
Consecutively

Parking Citation Books Records Section
Numbered
Consecutively
Receipts for Copies of Reports Records Section Numbered
Consecutively
Arrest Warrants CID Office Numbered

Consecutively

GENERAL ACCOUNTABILITY

TYPE OF FORM LOCATION FORMAT
Booking Report Long & Short Forms Records Section Case Number
Property Report Property Room Log Number
Records Section Case Number
Incident Reports Records Section Case Number
Supplemental Reports Records Section Case Number
Traffic Accident Reports Records Section Case Number
Daily Activity Reports Records Section Index by Date
Vehicle Inventory Reports Records Section Case Number
MPIC Reports Records Section Case Number

Budget Reports Chief's Office Fiscal Year



Grant Administration Reports

Policies and Procedures

Memos
Bond Hearing Request Forms

Juvenile Petitions

Juvenile Release Forms
Informant Profile Forms
Confidential Fund Expenditures
Stolen Vehicle Affidavits

Field Interview Cards
Summons Disposition Forms
Directed Patrol Forms

Security Check Request Forms

Investigator's Case Log

Warrant Investigation Reports
Consent to Search Forms
Voluntary Statement Forms
Advice of Rights Forms
Property Tags

Police Vehicle Accident Reports
Patrol Schedule Forms

DOT Driver's Record Request

Police Equipment Inventory Forms

Chief's Office

Policy and
Procedure Manual

Records Section
Municipal Judge

Records Section
CID

Records Section
CID

CID

Records Section
Records Section
Clerk of Court
Records Section
Records Section

Records Section
CID

Records Section
Records Section
Records Section
Records Section
Property Room
Records Section
Patrol Office
Records Section

Chief’s designee
Vehicle Number

Index by Grant

Index Number

Index by Date
By Name

Case Number

Case Number

By Name

By Date

Case Number

By Name
Summons Number
By Area

By Area

Case Number

Case Number
Case Number
Case Number
Case Number
Case Number
By Date

By Date

Case Number

By Name
Secondary



Employment Requests

Ride Along Request Forms
Witness Summons

Motorist Assist Waiver
Employee Attendance Records
Incident Report Requests
Accident Report Requests
Requests for Records Check
Warning Tickets

Professional Standards Reports

Accreditation Reports
Use of Force Reports

Vehicle Pursuit Reports

Chief's Office
Community Relations
Patrol Office

Records Section
Records Section
Records Section
Records Section
Records Section
Records Section

Chief's Office

Accreditation Manager
Chief's Office

Chief's Office

Mark P. Fallaw
Chief of Police

By Name
By Name
By Name
By Date
By Name
By Date
By Date
By Date
By Date

PS Number
By Year

Standard Number
By Date

By Case Number

Date
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Police Department

Directive Type Effective Date Number
General Order April 1, 2004 2.5.1
Subject Amends/Supersedes
Management Information Systems April 1, 2003
Related Standards/Statutes/References/Policies

CALEA Chapter 13

Distribution Re-Evaluation Pages
All Personnel Annual 1

l. Purpose

To provide reliable information to be used in management decision making, such as
in predicting workloads, determining manpower, preparing budgets and determining
other resource needs.

Policy

Department employees will be aware of the importance that all data gathered, entered,
collated, and evaluated be timely and accurate. Employees will take actions necessary
to check for accuracy of information in reports, citations, arrests, and other sources.

Procedure

Administrative Reports

A

Daily Reports - Individual officers are responsible for the preparation of their
Incident Reports and Accident Reports. These reports, with the purpose of
providing information on the regular operations, will be completed daily by
the end of the officer’s shift. They will be available for review in the Records
Section and will be distributed to employees upon request.

Annual Report - The Chief and his designee are responsible for the
preparation of the Department’s annual report. This report, with the purpose
of highlighting the important accomplishments of the calendar year, should be
published yearly, no later than November 30 of the following year. A copy
will be distributed to the Police Commissioner, Mayor, Town Council and
each supervisor within the Department with other copies available for public
review upon request. Reports used for the annual report may include multi-
year plans, strategic plans, crime analysis reports, and periodic workload
assessments. (Ref: CALEA 13.1.1)

Mark P. Fallaw Date
Chief of Police
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Police Department

Directive Type Effective Date Number
General Order April 1, 2004 2.6.1
Subject Amends/Supersedes
NCIC Management April 1, 2003
Related Standards/Statutes/References/Policies

CALEA Chapter 81

Distribution Re-Evaluation Pages
All Personnel Annual 3

l. Purpose

To enhance the development of national, state and local computerized criminal justice
information systems.

To increase the probability of criminal detection and apprehension of wanted persons.

To provide a directive that governs the daily use and operation of the NCIC terminal.

Policy

The North Police Department will be responsible for the accuracy, timeliness, and
completeness of all records entered by and for this agency. All officers will facilitate
compliance with confirmation of wanted persons, vehicles or property and will assist in
confirming validity of any detailed information stored in the system.

Procedure

A

System Operation

All NCIC/CJIS operations will be in accordance with established FBI and
SLED regulations. Only certified operators will have access to and use of the
terminal.

System Security

The data stored in the NCIC terminal is documented criminal justice
information, and this information must be protected to ensure correct, legal,
and efficient dissemination and use. No information will be disseminated to
unauthorized persons or will be obtained for use for other than legitimate
criminal justice purposes. No unauthorized persons will be allowed to view
the NCIC terminal. NCIC printouts will not be left where unauthorized
persons can easily view them. Copies that are no longer needed will be
shredded. The door to the office where the terminal is located must be kept
closed and locked whenever an authorized employee is not present or if
unauthorized persons are in the immediate area.



Personnel Screening

Personnel who are to be trained as terminal operators must have an
appropriate background investigation conducted to include submission of a
fingerprint card to the FBI and SLED, a criminal history check and a wanted
persons check. If any criminal record is discovered the SLED Control
Terminal Officer must be notified to review the record.

Validation and Accuracy

The officer designated by the Chief of Police as the Terminal Agency
Coordinator (TAC) is responsible to ensure the validation and accuracy of
vehicle, boat, fugitive, stolen property, missing person entries, and other
electronic data records entered into NCIC by or at the direction of Department
personnel. The TAC will maintain records as necessary to accomplish this
function.

Timeliness

1. A timely removal of a wanted person is the responsibility of the
arresting officer, and once the arresting officer or officer receiving
information that a fugitive has been arrested the officer shall
immediately remove the record entry or see that it is removed.

2. Timeliness of entry, modification or removal of a missing person,
vehicle, license plate, gun or article shall match the wanted person
standards.

Ten-Minute Hit Confirmation

1. This agency will ensure that confirmation of all wants and warrants
entered into NCIC by this Department is available 24 hours a day and
will furnish to any agency requesting a record confirmation a response
within ten minutes.

2. In order to comply with the 10-minute confirmation 24 hours a day, the
Orangeburg County Sheriff's Office Communications Center will
monitor the NCIC terminal and will respond to the request. If the
communications center has any problems with the confirmation, the
dispatcher may contact the on-duty police supervisor to assist.

Mobile Data Terminals

The use of the mobile data terminals will be subject to the same FBI/NCIC,
SLED/CJIS and Department policies and procedures.



H. Discipline of Policy Violators

Employees who violate FBI/NCIC, SLED/CJIS or Department policies will be
subject to disciplinary action as outlined in Chapter Three of this manual.
Severe disciplinary action will be administered for illegal dissemination of
criminal history or other NCIC/CJIS information, malicious failure to enter or
clear information as directed, etc. (Ref: CALEA 81.2.9)

Mark P. Fallaw Date
Chief of Police
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Directive Type Effective Date Number
General Order April 1, 2004 2.7.1
Subject Amends/Supersedes
Public Information April 1, 2003

Related Standards/Statutes/References/Policies

CALEA Chapters 46, 54 and SC Code of Laws, Title 30

Distribution
All Personnel
l. Purpose

Re-Evaluation Pages
Annual 7

To establish a uniform procedure for releasing information to the news media.

To clarify areas of information that can be released, and to restrict those areas in which
release of information is unlawful or prejudicial to the successful completion of an
investigation or prosecution.

1. Policy

It is the policy of the North Police Department to be committed to informing the
community and the news media of events within the public domain that are handled by
and involve the North Police Department.

Il. Procedure

A. The duties of the Chief of Police shall include the public information function
of the Department. This function shall include:

1.

Assisting news personnel in covering routine news stories and at the
scenes of incidents;

Being available for on-call responses to the news media;

Preparing and distributing agency news releases, when opportunity for
such preparation exists;

Arranging for, and assisting at, news conferences;

Coordinating and authorizing the release of information about victims,
witnesses and suspects;

Assisting in crisis situations within the agency;



7. Coordinating and authorizing the release of information concerning
confidential agency investigations and operations, subject to the
provisions of section "B" of this procedure.

8. In cases where other service agencies are involved in a mutual effort the
agency having primary jurisdiction will be responsible for the release of
the information and all inquiries will be directed to that agency. "Service
Agencies" includes law enforcement, fire department, coroner's office,
etc. (Ref: CALEA 54.1.1)

The Chief’s designee is authorized to release information in accordance with
this procedure at the scene of an incident or other fast breaking event where an
agency spokesperson is required, or at any other time that the Chief of Police is
not available.

Unless specifically authorized by the Chief of Police no other officer, employee
or member may release any information or make any statement to the news
media.

Aurrests and Ongoing Investigations:

1. From the initial stage of a criminal investigation until the completion of
trial or disposition without trial, police personnel will:

a. Direct all requests for news information to the Chief of Police or
the Chief’s designee, in the absence of the Chief. The Chief may
direct the officer personally involved in the investigation to
release information within the guidelines set forth in this

procedure.

b. Prior to arrest, the identity of a suspect is to be considered
confidential and the identity will not be disclosed to the media
unless:

(1) The identity of the suspect and his/her involvement has
been established beyond a reasonable doubt and such
information would assist in the apprehension of the
subject.

2 Such information serves to warn the public of potential
danger.

2. No member of the Police Department shall pose or unnecessarily expose
persons in custody, victims or witnesses to the news media for pictures
or interviews.



From the time of arrest, issuance of a warrant, the filing of any
complaint, or filing of an indictment in any criminal matter, until the
completion of trial or disposition without trial, no Department member
shall release or authorize the release of any extra-judicial statement for
dissemination by any means of public communication concerning:

a.

The prior criminal record (including arrests, indictments, or
other charges of crime), or the character or reputation of the
accused.

The existence or contents of any confession, admission or
statement given by the accused or the refusal or failure of the
accused to make any statement.

The performance or results of any examinations or the accused's
refusal to submit to such examinations.

The name, address, identity, testimony, or credibility of
prospective witnesses and informants.

The possibility of a guilty plea.

Opinion as to the accused's guilt or innocence, or as to the merits
of the case or the evidence in the case.

The name of a juvenile under apprehension (unless the juvenile
is to be tried as an adult) or of a juvenile victim.

The name of the victim of a sexual assault.

The amount of monetary loss in a robbery unless the loss is so
small that the information may actually serve to deter future
such crimes.

In cases involving death or serious injury the victim's identity
will not be released until positively identified and the next of kin
has been notified.

From the time of arrest, issuance of an arrest warrant, or the filing of an
indictment, until the completion of trial or disposition without trial, it
shall be appropriate for the Chief or Chief’s designee to:

a.

Make a factual statement of the accused's name, age, residence,
occupation, sex and race.

Announce the fact of arrest, time and place of arrest, pursuit, use
of weapons, resistance of arrest, and charges.

Announce the identity of the investigator and arresting officer or
agency, and the duration of the investigation.



1) In those instances where covert operations are necessary
or a need exists to protect the identity of officers
involved, their identity will not be revealed.

2 Under no circumstances will the home address or
telephone number of an officer be disclosed.

In certain major cases where the safety and welfare of the victim would
be jeopardized by the release of information to the news media, such as
a kidnapping, victim not yet returned, no information may be released
regarding the investigation in progress.

Under these circumstances, the Police Chief or Chief’s designee will
handle all media inquiries, disseminate factual information to the media,
and seek their cooperation in withholding critical information from the
public until the danger to the victim no longer reasonably exists.

Replying to public charges of misconduct:

Nothing in this procedure precludes the Chief of Police from replying to
or repudiating charges of misconduct that are publicly made against him
or other officers of the Department.

Releasing photographs:
a. Of police personnel:

1) Under normal circumstances official photographs of
police personnel may be released to the media for a
specific community relations purpose; promotion of a
police function or program; recognition for a meritorious
act; promotion in rank; etc.

(2)  Photographs of police personnel will not be released
without approval by the Chief of Police.

b. Of arrested persons:

(1) Requests for photographs will be referred to the Chief of
Police or, in his absence, to the Chief’s designee.

2 The Chief of Police or the Chief’s designee, after
reviewing the request, may authorize the release of a
photo to the news media.

3) When possible, all identifying marks or numbers will be
removed from the photograph before releasing it.



C. Of victims and witnesses:

Police personnel will not release photographs of victims or
witnesses. The Chief of Police may decide to release a
photograph of a missing person or kidnapping victim if the
release of the photo will aid in solving the case.

Release of Information from Department Files

1.

At the direction of the Chief of Police, the Administrative
Assistant/Staff Assistant or Town Clerk may make available copies of
Incident and Accident Reports to any person specifically identified in
the report or to their insurance company. The request form must be
completed. Law enforcement officers may request any copies of reports,
for official use, without charge. All other requests for reports will be
made through a written Freedom of Information request to the Town
Administrator.

Reports that are solely the result or the fruits of investigative efforts will
not be released to anyone other than other law enforcement officers for
official use. This includes all Supplemental Reports that list witnesses,
suspects, informants, opinions, suppositions, hearsay, investigative
leads, and any non-factual investigative information.

A reasonable fee shall be charged for obtaining copies of police reports.
This fee shall be based on the number of reports and the time involved
by records personnel to retrieve, collate and copy the reports.

At the direction of the Chief of Police, the Administrative Assistant or
Town Clerk may release police blotter information to the news media, if
the media do not obtain the information in another manner. This
information consists of date and time of the crime, no victim names,
block number only of residences, name and address of a business, and
whether an arrest has been made. All blotter releases, if used, must be
approved by the Chief of Police or Chief’s designee.

The Department will comply with Freedom of Information requests as
provided in SC Code of Laws 30-4-10 through 30-4-110 and any other
applicable laws.

Incidents Involving Police Officers

1.

The Chief of Police or the Chief’s designee may release the names of
those police personnel involved in an incident.

a. Prior to release, caution should be exercised to be certain of the
accuracy of the information.



b. The officer should be afforded the opportunity to notify his
family, prior to the release of his name, if the report of his
participation in an incident could cause them unnecessary
concern.

No information concerning an incident should be released if the
information would adversely affect or hamper the investigation in any
way.

F. News Media Access and Other Media Concerns

1.

The Chief of Police will determine the frequency and content of
Department-generated media releases. Information shall be released to
the media as soon as it becomes available, is organized and is
determined by the Chief of Police or the Chief’s designee to be of
importance to the media. When the Chief of Police or the Chief’s
designee determines information should be disseminated, he/she shall
make the information available to all media on an equal basis.

The senior supervisor may deny access of the news media (including
photographers) to a crime scene, major fire, natural disaster, man made
disaster, civil disturbance, catastrophic event or police operation when:

a. The owner of private property requests they be excluded.

b. There is a strong possibility that evidence will be damaged,
tampered with or otherwise compromised, or the investigation
will be hampered.

C. During a tactical police operation, major fire, natural or man
made disaster, civil disturbance or other catastrophic event, if
the media's presence would disrupt operations by placing a
citizen, police officer or other public safety personnel in
substantial risk of injury or loss of life.

d. The Chief or the Chief’s designee determines if access must be
restricted.
(Ref: CALEA 54.1.3,46.1.2, 46.1.3, and 46.1.4)

Whenever a member of the media is denied access to information or to
an area pursuant to any of the provisions of this procedure, that
representative will be given a courteous explanation of the reason for
such denial. If and when possible, the media may be granted access later
if the circumstances change.

Effective April 1, 2004, news media personnel will be involved in the
development of any changes in policies and procedures relating to the
news media through a review process with the Chief of Police.

(Ref: CALEA 54.1.2)



G. Media Questions Regarding Department/Town Policies

All questions posed by the media concerning Department policies or procedures
will be referred to the Chief of Police or in his absence the Chief’s designee. No
other member of this Department is authorized to issue a formal statement
regarding policy. Questions regarding Town policy or procedure will be
directed to the Town Administrator or the Mayor.

H. Media Questions Regarding Other Topics

From time to time the media may solicit opinions of members of the
Department concerning social, political, world affairs or other non-police
related issues. No member of this Department is authorized to express an
official opinion or view on behalf of the Department or the Town of North. Any
opinion or statement offered by any member shall not be made while acting in
an official capacity or in any manner so as to represent the Department or the
Town, but solely as a private citizen.

Mark P. Fallaw Date
Chief of Police



North
Police Department

Directive Type Effective Date Number
General Order April 1, 2004 2.7.2
Subject Amends/Supersedes
Information Control-Confidentiality/Integrity April 1, 2003
Related Standards/Statutes/References/Policies

CALEA Chapter 11

Distribution Re-Evaluation Pages
All Personnel Annual 2

l. Purpose

To establish guidelines for Department employees regarding the behavior and
conduct, control of dissemination and distribution of information, and any other
means of information dissemination, specifically concerning sensitive issue
information. For purposes of this section, Department employees include but are not
limited to full-time and part-time workers, agents, officers, officials, administrative
employees, or other employees of the Department.

Policy

It is the policy of the North Police Department for employees to adhere to strict
guidelines concerning the release or dissemination of information. Department
employees are exposed and privy to information not afforded to others. Employees
will not release information that is sensitive, brings discredit to the Department or any
of its employees, Town officials, victims, witnesses, suspects, students, or any other
information that is detrimental to Department or Town operations. This policy is not
meant to alter or replace any other Chapters or provisions of this manual. It is the
responsibility of all Department personnel to promote a positive and courteous
atmosphere among the workplace as well as among the community and public when
releasing information. This is specifically important in the discharge of duties for all
Department operations including but not limited to responding to calls, investigating
criminal activity, professional standards or assisting citizens. This policy is not meant
to infringe or restrict civil rights liberties or to interfere with dissemination in
accordance with the Freedom of Information Act, disseminating information based on
the “Public Information” section of this manual or any other information readily
accessible to the public either by statute or other means.

Procedure
A. Employees will provide the utmost respect and dignity to Department

employees, Town Officials, victims, witnesses, suspects, faculty, staff,
students, and any other persons, when providing assistance or information.



B. Employees are prohibited from releasing or discussing any information that is
privy to them solely because of their employment or their position in the
Department. Sensitive issues or information shall not be discussed or any
information released without the express approval of the Chief of Police. For
purposes of this section, the confidential information may include but is not
limited to:

Arrest

Criminal Intelligence

Department Radio, Telephone, Written, or other Communication
Disciplinary Action

Employee Injury/Work-Related Exposure

Employee Salary

Investigative Reports

Medical Records

© © N o o &> w b oF

Photograph/Flyer

[
©

Professional Standards

[
=

Surveillance

-
no

Training Files

-
w

Victim/Witness Information

-
>

Any other information that may compromise an investigation, bring
discredit to the Department or Town, or that may be detrimental to
Department operations

IV.  Accountability

Department employees will be held to strict accountability standards concerning their
discretion in the release of information. Department employees will maintain a high
level of confidentiality and integrity with respect to the release of such information.
Commensurate authority accompanies employee responsibility. Each employee will
be held accountable for the use of delegated authority.

(Ref: CALEA 11.4.1, Item A & B)

Mark P. Fallaw Date
Chief of Police
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North
Police Department

Directive Type Effective Date Number
General Order April 1, 2004 3.1.1
Subject Amends/Supersedes
Compensation, Benefits and April 1, 2003

Conditions of Employment

Related Standards/Statutes/References/Policies

CALEA Chapter 22

Distribution Re-Evaluation Pages
All Personnel Annual 14
l. Purpose

To set forth the compensation schedule, benefits and conditions of work for
employees of the North Police Department.

. Policy

It is the policy of the North Police Department to provide a compensation and benefit
package that will attract and retain qualified personnel, offer advancement and
promotional incentives, reward exceptional performance, and ensure professional
policies within the guidelines of the Town of North Personnel Policies.

I1. Procedure
A. Compensation

The Salary Plan, set forth by the Town of North Personnel Policy, is based
upon the Town's Grade Classification Plan. It provides for:

1. Entry Level Salary

Each new employee shall be placed at the minimum step that has been
established for the classification in which he/she is employed. The
initial classification for uncertified officers is Grade 7. Certified
officers initially enter the Grade Classification Plan at Grade 8. The
Chief of Police has the authority to hire new officers at up to 10%
above either grade as deemed appropriate.

(Ref: CALEA 22.1.1, Item A)



2. Salary Differential Within Ranks

Merit increases may be given to employees who have shown good job

performance during the past year and have been instrumental in the

North Police Department achieving its objectives.

(Ref: CALEA 22.1.1, Item B)
3. Salary Differential Between Ranks

a. Differentials between ranks are determined by the separation
between classification grades as part of the Town of North
Grade Classification Plan.

b. Employees promoted or upgraded from one grade classification
to another will be placed at the same salary level within the
new classification. Upon recommendation of the Chief of
Police, an additional increase may be requested subject to
approval by the Mayor. (Ref: CALEA 22.1.1, Item C)

4. Overtime

a. In accordance with Town Policy, overtime for police personnel
in a non-exempt status is to commence after 43 hours in a one-
week cycle. Approved overtime is repaid to the officer as
flextime or compensatory time. Every effort will be made to
flex the time within the same pay period but is given at the
discretion of the Chief of Police.

b. Unless otherwise approved by the Chief of Police,
compensatory time must be used within the pay period it was
earned or no later than the end of the following pay period.

(Ref: CALEA 22.1.1, Item E)
5. Salary Augmentation/Special Skills
The North Police Department does not pay salary augmentation or
special skills pay. (Ref: CALEA 22.1.1, Items D and G)
Benefits

(Reference Town of North Personnel Policy Manual) The following benefits
are available to all employees of the Town of North:

1.

Administrative Leave

Leave With and Without Pay: Town employees may be granted leave
without pay for extended illness, required military service, study or
training that will benefit the Town or for other reasons considered to
be in the best interest of the Town. Such leave shall not exceed one



year. Employees on leaves of absence without pay do not continue to
accrue sick leave and annual leave. The Town may at its discretion on
a case-by-case basis, grant employees leave with pay in instances
where it is a benefit to the Town. The Chief of Police may, at his
discretion, place any employee on Administrative Leave, with or
without pay, pending the outcome of any Professional Standards
investigation. (Ref: CALEA 22.2.1, Item A)

Jury Duty

All full-time employees are eligible for jury duty pay. Eligibility
commences on the first day of active employment. If an employee is
called for jury duty and serves as a juror on a regular working day or
days, he/she will receive pay for the actual time lost from work by
reason of such service.

When called for jury duty, the employee must show the summons to
the supervisor prior to the date of service so that authorization and
plans for the absence can be made. Failure to advise a supervisor in
advance may be cause for the employee not to receive jury duty pay.
In addition, the employee must complete a leave request form.

When released from jury duty for any day, the employee will be
expected to return to work for that day. If released from jury duty
before the regularly scheduled lunch period, an employee is required
to return to work.

Absence of a Town employee to appear in private litigation will be
charged to annual leave or leave without pay.
(Ref: CALEA 22.2.1, Item A)

Military Leave

In accordance with the South Carolina State Law, all full-time
employees who are members of the South Carolina National Guard or
any reserve unit of the United States Armed Forces shall be entitled to
military leave without loss of pay, efficiency rating, or other benefits
for up to 15 work days in any one calendar year so that they may
participate in training or other such duties ordered by the appropriate
authority. In addition, if these employees are ordered by the
appropriate authority to serve during an emergency, they shall be
entitled to such leave of absence not exceeding 30 additional
workdays. Employees on military leave will receive their full normal
salary.

An employee going on military leave shall provide notice to the Chief
of Police at least two weeks prior to the scheduled leave. (Also refer to
the National Guard/Military Service Section 3.12.1).

(Ref: CALEA 22.2.1, Item A)



Maternity Leave

An employee shall report her condition to her immediate supervisor as
soon as possible. The employee is entitled to use her personal leave if
she desires to do so. If all her personal leave is used before the leave
period is over, then the remainder of her leave will be without pay.

The employee's physician has the discretion to determine when leave
begins and ends. If the employee desires to have a leave period
different from the one suggested by her physician, then the Town
Administrator and Mayor shall study the request and render a decision.

When she returns to work, the Town will make every effort to place
the employee in her same job. If that is not possible, then the Town
will attempt to place the employee in a job of equal standing.

Holiday Leave

The following shall be observed as official holidays for the employees
of the Town of North:

New Year's Day January 1st

Good Friday Friday before Easter

Memorial Day Last Monday in May

Independence Day July 4th

Labor Day First Monday in
September

Thanksgiving Day and the day after Fourth Thursday and
Friday in November

Christmas Eve, Christmas Day and December 24, 25 and 26

the day after

Floating (Martin Luther King's Employee selects one

Birthday, Lincoln's Birthday,
Washington's Birthday, Columbus
Day, Veteran's Day, or the
Employee's Birthday



If a full-time employee must work on one of these holidays, he/she
shall receive time off at an equal rate of the time worked. Where one
of these holidays falls on an employee's regularly assigned day off,
he/she shall receive another day off as compensation. In all cases, the
Chief of Police shall attempt to arrange working schedules to permit
other time off at the equal rate that the time was earned.

Normally, a holiday falling on Saturday shall be observed on Friday,
and a holiday on Sunday shall be observed on Monday.

A maximum accumulation of holiday time shall be limited to that time
(11 holidays) that an employee may accrue during one calendar year.
Any accumulation above that number shall be lost if not taken in 30
days of the end of the calendar year in which it was accrued.

In cases where holiday time is accumulated due to extraordinary
circumstances that were necessary in the public safety and service
interest of the Town, a 30 day extension shall be requested, in writing,
by the employee to the Chief of Police. The Chief of Police must
forward such request to the Mayor and is subject to the approval of the
Mayor. If approved, the employee must use the excess holiday time
within the specified time period not to exceed 30 days. However, if the
time is accrued in the last quarter (i.e., October - December) of the
calendar year, the employee will have until the end of the first quarter
(January - March) of the calendar year to take it. Failure to follow this
policy will result in the loss of any excess accumulation of holiday
time.

(Ref: CALEA 22.2.1, Item B)

Sick and Family Leave

Sick leave with pay will be granted to a Town employee in case of
personal illness, bodily injury, required physical or dental examination
or treatment on account of illness or disability, or exposure to
contagious diseases when continuing work might affect the health of
others. Family leave benefits are granted for a serious illness,
disability, or death in the employee's immediate family.

The employee's immediate family shall mean spouse, offspring,
parents, brother, sister, grandparents and immediate family in-laws.
Family leave for immediate family shall be limited to three
consecutive working days. Under exceptional circumstances, the Chief
of Police may request additional time for paid family leave. The
Mayor must approve the request.

Each employee must submit a written report indicating specifically
whether the leave benefit claimed is for sick leave or family leave.



The Chief of Police must be notified as soon as practical after such
absence begins but normally in no case longer than 24 hours. The
Chief of Police may require an employee to furnish a physician's
certificate if such action is deemed necessary to controlling the use of
sick leave.

The use of sick and family leave is designed to help safeguard
employee health and morale; but it must be remembered that this leave
is a privilege, not a right that an employee may use as he/she pleases.
The abuse of sick and family leave is grounds for dismissal.

a.

Rate of Earnings

Employees earn sick leave and family leave at a rate of one day
for each month worked. The maximum accrued leave shall not
exceed 180 days.

Although sick leave and family leave accrual begins from the
date the employee starts to work, the employee is not eligible
to use it until after the completion of six months of continuous
service, except on special permission of the Chief of Police
with the approval of the Mayor.

Employees shall not be paid for unused sick leave and family
leave. In addition, sick and family leave credit may not be
transferred from one employee to another.

Part-time employees who are scheduled to work less than one-
half the normal work week and employees hired to fill
temporary or seasonal positions shall not earn nor be paid for
sick leave.

Employees on full-time leave without pay for more than ten
consecutive days shall not earn credit for paid sick leave while
in leave status.

Use of Sick Leave

Sick leave will be charged in units of whole hours or whole
days and shall not be counted as hours worked for the purpose
of computing overtime. Employees who are officially placed
on leave without pay status may continue their coverage under
the Town group hospitalization program provided the
employee pays the cost of the total insurance premium at the
beginning of each month to the Town of North.



Sick leave may be paid when an employee is unable to work
due to personal illness or injury, or when the employee’s
presence may endanger the health of fellow workers.

Sick leave may be taken for medical and dental appointments.
Bereavement

In case of death in an employee's immediate family, the Mayor
may authorize up to three working days leave with pay to
attend the funeral and attend to the necessary arrangements.
Such leave shall be charged against the employee's sick leave
credits. For the purpose of this section, the immediate family
shall include spouse, mother, father, sister, brother, son,
daughter, mother-in-law, father-in-law, sister-in-law, brother-
in-law, son-in-law, daughter-in-law, grandmother, grandfather,
grandson, and granddaughter.

When a paid holiday occurs during the period an employee is
on sick leave with pay, the employee shall receive only his/her
regular holiday pay, and that day shall not be charged against
leave earnings.

Payment of Sick and Family Leave

In order to be eligible for sick leave with pay, an employee
must:

1) Report to his/her supervisor, within 60 minutes of the
scheduled starting time, the reason for the absence. An
employee who fails to notify his/her supervisor may not
be paid for the day(s) taken prior to notification.

@) If the absence extends beyond three working days, keep
his/her supervisor advised as to his/her condition and
anticipated date of return.

3) Submit a statement from the attending physician as to
the nature and duration of the illness, if requested. The
Town reserves the right to require an examination by a
physician selected by the Town to verify the employee's
condition.

Upon leaving Town employment, for whatever reason, an
employee will not be reimbursed for unused sick leave.



Long-Term IlIness - Returning to Work

The position held by an employee may be held open while
he/she is on an extended medical leave by redistributing the
work among the other employees in the Department or by
filling the position on a temporary basis, if possible. If it
becomes necessary to fill the position on a regular basis in
order to ensure continued smooth operation of the Department
and maintain a high level of quality in the delivery of services
to the citizens of the Town of North, the employee shall be
notified immediately and assured that every effort will be made
to place him/her in a position of like status and pay when
he/she is able to return to work.

If an employee is unable to return to work on the date
established for his/her return to duty, he/she shall notify his/her
supervisor as far in advance as possible. An employee who
fails to notify his/her supervisor may be terminated.

The Town reserves the right to require a statement from the
employee's attending physician to the effect that the employee
is able to resume his/her normal duties before allowing the
employee to return to work.

The Town reserves the right to require an examination by a
physician selected by the Town to verify the employee's
condition before allowing the employee to return to work.

(Ref: CALEA 22.2.1, Item C)

7. Annual (Vacation) Leave

a.

Rate of Earnings

Each regular employee shall earn paid annual leave. While on
probationary status, employees may accumulate but may not
take annual leave.

The amount of annual leave that an employee may earn each
month shall be based on the number of hours the employee is
regularly scheduled to work during the five-day pay period.

Less than ten years service:
Hours scheduled per payroll period Hours earned per month
43 4.3

Ten years of service, but less than fifteen years of service:
Hours scheduled per payroll period Hours earned per month
43 6.5




Fifteen or more years of service:
Hours scheduled per payroll period Hours earned per month
43 9.0

The number of hours an employee is allowed to carry forward
is also dependent on the number of hours the employee is
normally scheduled to work during the 14 day payroll period:

Hours scheduled per payroll period Maximum hours carried
forward
43 120

Use of Annual Leave

Annual leave will be charged in units of whole hours. Annual
leave shall not be counted as hours worked for the purpose of
computing overtime.

Except in the case of an emergency, all annual leave must be
approved in advance by the employee's supervisor. Whenever
possible, an employee wishing to take more than four hours of
annual leave should request approval at least one week in
advance.

The Chief of Police must approve the time for annual leave, so
that the workload of the Department may be properly
scheduled.

Whenever possible, employees will be allowed to take paid
annual leave at times most convenient to them. However, the
Town reserves the right to limit an employee's annual leave to
two consecutive workweeks at any one period. Although not
encouraged, employees may take more than two consecutive
weeks of annual leave with the prior written approval of the
Chief of Police. The supervisor may limit the number of
employees that are absent from the Department at any time.

When a paid holiday is observed by the Town during the
period an employee is on annual leave, the employee shall
receive only his/her regular holiday credit, and that day shall
not be charged against the employee's annual leave earnings.



C. Accrual of Annual Leave

The date of employment shall be the basis for determining the
accrual of annual leave.

At the completion of 1 year of service, an employee may be
paid for unused annual leave upon separation from Town
employment. In the event an employee is dismissed for cause,
the Town may withhold payment for unused annual leave.
(Ref: CALEA 22.2.1, Item D)

Retirement

All full-time sworn officers are required to join the South Carolina
Police Retirement System as a condition of employment.

All full-time non-sworn employees are required to join the South
Carolina Retirement System.

All applications for retirement must be made in compliance with the
rules of the South Carolina Police Retirement System or South
Carolina Retirement System.

Members of the SC Police Retirement System may retire one of the
following ways:

a. Full benefits with 25 years of service, or
b. Full benefits at age 55 with 5 years of service.

Members of the SC Retirement System may retire one of the following
ways:

a. Unreduced benefits at age 65;

b. Unreduced benefits with 30 years of service;

C. Reduced benefits at age 60; or

d. Reduced benefits at age 55 with 25 years of service.

For more information contact:
SC Police Retirement System 803.734.1660
SC Retirement System 803.737.6800
(Ref: CALEA 22.2.2)



10.

Health Insurance

The Town of North provides group health and life insurance for each
Town employee. If the employee elects to receive additional life
insurance or extended family coverage, the cost will be borne by the
employee and deducted from the individual's pay.

Insurance coverage is reviewed periodically by the Town Council to
ensure proper coverage is offered. (Ref: CALEA 22.2.3)

Disability/Death

The SC Workers Compensation Commission covers all employees for
injury, disability or death occurring in the line of duty. Injuries must be
promptly reported to the employee’s supervisor who must complete a
first report of injury report. This report is immediately forwarded to
the Chief of Police.

Sworn employees are covered in the event of death or permanent
disability under the South Carolina Police Retirement System with
benefits including:

a. One Year's Salary Death Benefit
b. Partial and Total Disability Retirement

Non-sworn employees are covered in a similar manner by the South
Carolina Retirement System based on the number of years of service
credit.

Life insurance coverage offered by the Town of North provides a
$15,000 death benefit.

The Federal Public Safety Officers Death Benefits Act provides a
$100,000 death benefit to the family of an officer who is killed in the
line of duty. This benefit is administered by the Public Safety Officers
Benefits Program, Bureau of Justice Assistance, 633 Indiana Avenue
NW, Washington, D.C., (202) 307-0635.

The Federal government also provides workers' compensation benefits
to state and local officers or their survivors in order that the workers'
compensation benefits received from state and local sources not be less
than those received by Federal officers. Form CA-722 must be
completed in order to apply for the benefits and is available from the
U.S. Department of Labor, Employment Standards Administration,
Office of Workers' Compensation Programs at (202) 724-0703.



11.

12.

13.

The SC Law Enforcement Officers Association provides a $5,000
death benefit to the family of a member officer who is killed in the line
of duty. Phone (803) 781-5913.

South Carolina Code of Law provides that the children of a law
enforcement officer killed in the line of duty may attend any state-
supported college in South Carolina tuition free.

Additional benefits are available through the Social Security
Commission. The phone number is 1-800-772-1213. Military veterans
may have benefits available through the Veterans Administration at
(803) 765-5861. (Ref: CALEA 22.2.4)

Liability Protection

a. The Town of North participates in the South Carolina
Insurance Reserve Fund, which protects the Town and the
members of the Police Department from actions or omissions
directly related to their law enforcement function, leading to
personal injury, death or property destruction, which could lead
to civil action against the Town or its employees.

b. Legal defense to any civil action brought against a member of
the Police Department, as a result of his/her official actions, is
provided through the Town Attorney and/or the legal staff
retained by the South Carolina Insurance Reserve Fund.

(Ref: CALEA 22.2.6)

Provision of Equipment/Clothing Allowance

a. All necessary equipment to perform duties as an officer of the
North Police Department is provided to employees, as outlined
in Department Procedure for Equipment and Appearance in
Chapter 1 of this manual.

b. Officers serving in positions that require the purchase of
civilian clothing will be provided with a clothing allowance.
(Ref: CALEA 22.2.7)

Employee Educational Benefits

a. To encourage officers to attain a college degree from an
accredited institution, tuition reimbursement or advance is
offered if funding is available. Preference is given to those
officers who currently do not have a degree.



14.

Educational benefits may be available to employees actively
seeking a degree in Criminal Justice or other degree major
applicable to law enforcement as determined by the Chief of
Police. All requests for educational benefits must be presented
to and approved by the Chief of Police and forwarded to the
Mayor for approval. Approvals will be made on a semester-by-
semester basis, and as funding permits.

Officers must successfully complete the course with a grade
average of 3.0 or higher. Failure to do so will result in no
reimbursement or repayment of any advance.

Officers must present the Chief of Police with a copy of the
receipt of payment to the college and a copy of the officer's
grade(s) at the end of the semester.

Supervisors and employees will work together to make
reasonable scheduling adjustments and accommodation for
employees attending college under these provisions.

(Ref: CALEA 22.2.8)

Physical Examinations/Conditioning

a.

All prospective employees of the Department are required to
pass a physical examination conducted by a licensed physician
designated by the Town. In addition, pre-employment drug
screening will be conducted by SCDHEC or another agency of
the Department's discretion at no cost to the prospective
employee.

The Chief of Police may, when deemed to be in the best
interest of the employee or the Department, require an
employee to submit to physical examination by a physician
designated by the Town. The Department will pay the cost of
any such examination.

All sworn personnel are required to meet the minimum
physical fitness standards of the South Carolina Criminal
Justice Academy to receive initial certification training at the
Academy.



d. Employees are expected to maintain their physical conditioning
in such a manner that will maintain the ability to perform the
functions of employment.  (Ref: CALEA 22.3.1 and 22.3.2)

Mark P. Fallaw Date
Chief of Police
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l. Purpose

To recruit, select, and maintain the highest caliber of police officer available for the
Town of North.

To establish fair and impartial recruitment practices that do not discriminate on the
basis of sex, age, race, religion, ethnic origin, or physical disability.

To manifest positive recruitment practices that result in lower rates of personnel
turnover, fewer disciplinary problems, higher morale, better community relations, and
more efficient police service.

Policy

The Town of North and the North Police Department shall be Equal Opportunity
Employers, and shall maintain policies and procedures to ensure this result.

The North Police Department actively participates in the implementation of its
recruitment program. The Chief of Police shall notify the Town Personnel Officer
immediately upon learning that a vacancy or a new position will occur. The Chief of
Police, in connection with the Personnel Officer, will then take those steps necessary
to attract qualified applicants. (Ref: CALEA 31.1.1)

In order to eliminate duplication of effort in recruiting qualified applicants and to
ensure that all potential applicants within a reasonable area have an opportunity to
learn of vacancies within Town service, it shall be the policy of the Town of North
that the Chief of Police shall consult with the Town Clerk who is duly authorized to
expend funds for the advertisement of vacancies or for any other purpose related to
the recruitment of applicants.



I1. Procedure

A. The Chief of Police, the Chief’s designee, and all other personnel assigned to
recruitment activities will maintain knowledge of personnel matters,
especially Equal Employment Opportunity/Affirmative Action as it affects the
management and operations of the agency. Among the knowledge and skills
to be maintained are:

1. North Police Department's recruitment needs and commitments.

2. Career opportunities, salaries, benefits and training.

3. Federal and State compliance guidelines.

4, The community and its needs (including demographic data,

community organizations, educational institutions, etc.)

5. Cultural awareness of different ethnic groups in the community.
6. Techniques of informal record keeping systems for candidate tracking.
7. The selection process, including procedures involving background

investigations and written, oral and physical examinations.
8. Recruitment programs of other jurisdictions.
9. Characteristics that disqualify candidates, and

10. Medical requirements (within Americans with Disabilities Act
guidelines).
(Ref: CALEA 31.2.2)

B. Equal Employment Opportunity (EEO) Plan

1. The Town of North policy concerning Equal Employment Opportunity
is stated in the Town's Personnel Policy Manual. It is the practice of
the Town to recruit, hire, train, and promote employees without
discrimination because of race, religion, color, political affiliation,
physical disability, national origin, sex or age, except where a bonafide
occupational qualification exists.

2. Equal Employment Opportunity Complaints. Personnel with EEO
concerns may contact the Chief of Police to voice any complaints. If
the employee feels the Chief of Police fails to adequately address those
complaints, the employee may contact the Mayor. The Mayor will
either take corrective action or present the matter to the Town Council
for final disposition.



3. All advertisements for job vacancies will note that the North Police
Department is an Equal Employment Opportunity employer.
Applications are provided at an easily accessible location--the North

Police Department. (Ref: CALEA 31.2.3)
C. Job Announcements and Publicity
1. Announcements for job vacancies shall include a description of the

duties, responsibilities, requisite skills, educational level, and physical
requirements for the position to be filled.
(Ref: CALEA 31.3.1, Item A)

2. Entry level job vacancies shall be advertised through the mass media,
when needed. The North Police Department will be advertised as an
Equal Opportunity Employer on all employment applications and

recruitment advertisements. (Ref: CALEA 31.3.1, Items B and C)

3. All official application filing deadlines, if any, will be clearly
advertised. (Ref: CALEA 31.3.1, Item D)

4, The Department will seek permission to post job announcements with
community service organizations. (Ref: CALEA 31.3.2)

D. The Chief’s designee shall ensure that applicants are apprised of their status in

the recruitment and selection process from the time of initial application to
final employment disposition. All applications will be acknowledged within
five working days of their submission and the applicants will be informed of
the selection process. Applicants will also be notified if they are not selected
for employment. (Ref: CALEA 31.3.3)

E. Applications that possess omissions or deficiencies that can be corrected prior
to the testing or interview process shall not be rejected solely for such
omission or deficiency, but the applicant will be required to fully complete the
application prior to the next selection process. (Ref: CALEA 31.3.4)

Mark P. Fallaw Date
Chief of Police
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l. Purpose

To develop an efficient, effective, and fair selection process that results in the
appointment of those individuals who best possess the skills, knowledge, and abilities
necessary for an effective, respected law enforcement agency.

Policy

The North Police Department is committed to hiring the best-qualified candidates.
Each applicant selected will be chosen on the basis of merit criteria and must possess
the minimum qualifications of the position.

Procedure

A.

Selection Procedure

The North Police Department maintains a selection procedure on file in the
Chief of Police's office. The Chief maintains records, delineates procedures
and defines processes in which candidates must achieve.

(Ref: CALEA 32.1.1)

Rating Criteria and Minimum Qualifications

All candidates are evaluated by a selection process that measures traits or
characteristics that are a significant part of the job. The entry-level job
description (Police Officer) is used to develop questions for the Employment
Interview Board. Candidates must meet minimum eligibility requirements and
complete successful selection by the Employment Interview Board. The Board
uses applicant questions to determine the suitability of the applicant.

(Ref: CALEA 32.1.2)



Uniform Application

The selection process is comprised of many elements. All candidates are
asked the same questions and rated on the same criteria during the
Employment Interview Boards. If the Chief of Police extends a conditional
offer of employment, the candidate(s) must then successfully complete a
psychological examination, medical exam/physical fitness assessment, drug
screening, and final completion of the background investigation. All elements
of the selection process are administered, scored, evaluated, and interpreted in
a uniform manner. (Ref: CALEA 32.1.3)

Selection Process Information

The Chief or his designee will acknowledge receipt of all employment
applications within five working days of their submission. A letter will be
mailed to all applicants explaining the elements of the selection process and
the expected duration of the process. A non-selection letter describes the
North Police Department’s policy on reapplication and re-evaluation of
candidates not appointed. (Ref: CALEA 32.1.4)

Notification of Ineligible Candidates

Candidates not eligible for appointment to probationary status and candidates
not appointed on the basis of a single test, examination, interview, or
investigation will be informed in writing. The Chief of Police will make these
notifications within 30 days. (Ref: CALEA 32.1.5)

Disposition of Records

1. A record of all candidates, including those not appointed to
probationary status, is maintained in the form of an applicant Tracking
Record. All other records of the candidate are destroyed when no
longer needed. The Tracking Record includes the names and addresses
of candidates. The Chief of Police maintains the Tracking Record.

2. The Town of North and the North Police Department will comply with
all Federal, State, and local requirements for the privacy, security, and
access to information of all candidates' records and data.

(Ref: CALEA 32.1.6)

Selection Material Security

Selection materials used by the Police Department are stored in a secure file in
the office of the Police Chief when not in use. Access to the materials is
limited to Town and Police Department personnel directly involved in
administering the selection process. Selection materials will be shredded when
disposal is necessary. (Ref: CALEA 32.1.7)



H.

Background Investigations

1. A background investigation of each candidate is conducted prior to
appointment to probationary status. The background investigation
entails a thorough investigation of the applicants work history,
character and other factors determined by the Chief of Police.
Additionally, qualification includes verification of qualifying
credentials (minimum age of 21, high school graduate and satisfactory
credit check); a review of any criminal record; a review of the driving
record; and verification of at least three personal references.

(Ref: CALEA 32.2.1)

2. All background investigations are conducted only by sworn officers
who are trained in collecting required information. This training is
conducted by the SC Department of Public Safety, Criminal Justice

Academy Division. (Ref: CALEA 32.2.2)
3. The records of each candidate’s background investigation are
maintained on file in a secure area in the office of Chief of Police for a
minimum of three years. (Ref: CALEA 32.2.3)

Medical Examination

A licensed physician conducts a medical examination of each candidate after a
conditional offer of probationary status is extended. This examination will
certify the general health of each candidate and identify any pre-existing
medical conditions. The employee is responsible for payment of this
examination. A drug screening is conducted by the SC Department of Health
and Environmental Control or at another qualified medical facility of the
Department's selection and is at the expense of the Police Department.

(Ref: CALEA 32.2.7)

Psychological Examination

An emotional stability and psychological fitness examination of each
candidate is conducted prior to appointment to probationary status. This
examination is administered and assessed by a qualified professional using
services through the South Carolina Police Chiefs Association and is at the
North Police Department's expense. (Ref: CALEA 32.2.8)

Medical and Psychological Examination Records

A record of the results of the medical examination and psychological fitness
examination is maintained on file. After review by the Chief of Police, these
records are stored in a secure file in the Chief's office. Access is restricted to
those persons legally entitled to review these records on a need to know basis.

(Ref: CALEA 32.2.9)



L. Probationary Period
1. All entry-level sworn and civilian personnel must successfully
complete a six-month probationary period before being granted regular
status.
2. Probationary status for sworn personnel begins at such time as they are
certified in basic training at the South Carolina Criminal Justice
Academy.
3. Sworn personnel are required to complete the Field Training Officer
(FTO) program before being granted regular status, even if the time
period involved is longer than six months.
(Ref: CALEA 32.2.10)
M. Polygraph Examinations and Instruments for Detection of Deception
Polygraph examinations and similar tests may be required for use in the
selection process. (Ref: CALEA 32.2.6)
Mark P. Fallaw Date

Chief of Police
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l. Purpose

To identify employees who have the potential skills, knowledge, and abilities for
promotion to and performance in a higher rank classification when a promotional
opportunity exists.

Il. Policy

Promotion shall be based on job-related, fair, and non-discriminatory procedures for
all employees.

1. Procedure
A Department Role in Promotion

1. The Department, through the Chief of Police, retains the right to
administer all phases of the promotional process, as well as the
development of the measurements that will be used to determine the
knowledge, skills, and abilities of promotional candidates.

2. The Chief of Police shall select assessors, when used, and shall make
the final decision regarding promotions and probationary status.
(Ref: CALEA 34.1.1)

B. Administering the Promotional Process
The Chief of Police is vested with the authority and responsibility for

administering the promotion process, oral interviews and probationary
periods. (Ref: CALEA 34.1.2)



C.

Promotion Process Procedures

1.

Previous Performance Appraisal Reports are used by the Chief to
evaluate the promotional potential of candidates. The ratings and
comments are reviewed and considered by the Chief when determining
promotion potential. (Ref: CALEA 34.1.3, Item A)

If Written Tests Are Administered

a. If written tests are used they may be essay, multiple choice,
true or false, "fill-in" of blanks, or any combination of the
above. These written tests may be designed by the Chief of
Police, or may be purchased from a commercial source.

b. In the absence of any other criteria specified in advance, the
passing score of written promotional tests will be 70%. There
will be no cut-off scores to take additional portions of tests, but
written test scores will be taken into account along with any
other scores (such as oral interview scores, performance tests,
etc.) to arrive at an overall score.

C. Essay tests, if used, will be graded by using a "blind" grading
process. The evaluators grading the test will not know the
identity of the person who completed the test.

d. The specific weight of written tests, if used, shall be
determined by the Chief of Police and shall be announced in
advance. (Ref: CALEA 34.1.3, Item B)

Assessment Centers

a. The Department uses assessment centers to measure
dimensions, attributes, characteristics, qualities, skills, abilities,
and knowledge.

b. The assessment center uses multiple assessors who are trained
prior to participating in the center. Multiple assessment
techniques, including simulation, are used.

C. The assessment center uses simulation exercises that provide
reliable, objective, and relevant information and are job-
related.

d. Decisions and judgements reached as a result of the outcomes

of the assessment center are based on pooled information from
the assessors. The assessor's overall evaluations of behavior are
made at the time of the observation of behavior during the
exercises.



e. The Department will provide candidates with the dimensions to
be evaluated in a written promotion announcement.
(Ref: CALEA 34.1.3, Item C)

Conducting Oral Interviews Prior to Appointment to Probationary
Status

a. A structured interview is part of the assessment center process.

b. The Chief of Police interviews all candidates prior to
appointment to probationary status.
(Ref: CALEA 34.1.3, Item D)

Review and Appeal Process

Employees are permitted to review and appeal adverse decisions
concerning their eligibility for appointment to promotional vacancies.
Procedures for the review and appeal of adverse decisions are as
follows:

a. All candidates are permitted to review the questions and
answer key to any written examination, if used. Any questions
or comments by the candidate must be made in writing and
shall be answered by the Chief of Police.

b. All candidates are permitted to review the written results of
each of the scored elements of the selection process of any of
their own work product. They shall not be permitted to
examine the papers or tests of other candidates. Examination
and review must take place within one week after notification
of the promotional results, during regular office hours and
under the supervision of the Chief of Police.

C. Any of the promotional procedures or portions of the
procedures may be appealed through the Department's appeals
procedures as outlined in the Employee-Management Conflict
Resolution section of this manual.

Sustained or Successful Appeals

If a candidate is successful in his/her appeal of a portion of the
promotional process, the following general guidelines for remedy will
be applied:

a. If the appeal is sustained on an error on a score that may be
corrected, (i.e., an error on a mathematical calculation) the
scores of all persons tested will be examined for accuracy,
scores corrected as needed, recalculations made, and lists
corrected, if needed.



b. If the appeal is sustained on an uncorrectable error that only
affects a small portion of one particular test, (such as one or
two questions on a written test), that portion affected by the
appeal will be eliminated, all scores recalculated, and
promotion lists corrected, if needed.

C. If the appeal is sustained on an uncorrectable error that affects
a major portion of a particular test, the Chief of Police will
make a determination of one of the following:

1) If the Chief of Police is of the opinion that the overall
test battery is still valid without the appealed test, the
single promotional test will be eliminated, all scores
recalculated, and promotion lists corrected, if
necessary.

2 If the Chief of Police is of the opinion that the overall
test battery is no longer valid without the appealed test,
all test scores will be eliminated and the entire battery
of tests will be re-scheduled and re-administered.

(Ref: CALEA 34.1.3, Item E)

Procedures for Reapplication, Re-testing, and/or Reevaluation

a. Employees failing to meet eligibility due to length of service
shall be permitted to apply for the first available promotional
process occurring after the requisite length of service is met.

b. Other candidates who were not promoted are eligible to
participate in the next available promotional process.
(Ref: CALEA 34.1.3, Item F)

Promotional Eligibility for Vacancies Where Lateral Entry is
Permitted

Lateral entry for supervisory positions below the rank of Chief of
Police will be permitted to the North Police Department by the Chief
of Police, but only after exhausting internal resources. The Town
Council may decide to allow lateral entry to the position of Chief of
Police using specifications that the Council deems appropriate.

(Ref: CALEA 34.1.3, Item G)



Job Related and Nondiscriminatory Procedures

The promotional process used by the Department as a whole and its individual
components shall be job related and nondiscriminatory. Refer to the
Department's assessment center manuals for a description of the job
relatedness of the various dimensions measured in the assessment centers.
(Ref: CALEA 34.1.4)

Announcing Promotional Opportunities
Whenever vacancies exist in supervisory positions and a decision to fill the
position(s) is made, a written announcement will be posted and distributed to

all affected employees. This announcement will include:

1. A description of the positions or job classifications for which
vacancies exist;

2. A schedule of dates, times, and locations of all elements of the
process;

3. A description of eligibility requirements;

4, A description of the assessment center used in selecting personnel for
the vacancies. (Ref: CALEA 34.1.5)

Development of Eligibility Lists

The Chief of Police establishes criteria and procedures for developing
eligibility lists for promotional purposes. These criteria and procedures are as
follows:

1. Numerical weights will not be used or assigned to -eligibility
requirements. (Ref: CALEA 34.1.6, Item A)
2. Ranking of candidates on the eligibility list shall follow the order of

highest to lowest scores earned by candidates at the conclusion of the
assessment center and as determined by assessors. Should a tie occur
in ranking the candidates, senior in time in grade at the present rank
will be given the higher order. (Ref: CALEA 34.1.6, Item B)

3. Time in grade and/or time in rank eligibility requirements shall be
those outlined in the applicable job description.
(Ref: CALEA 34.1.6, Item C)

4, The duration of the eligibility list shall be no more than six months
from its date of posting as determined by the Chief of Police.
(Ref: CALEA 34.1.6, Item D)



5. The Chief of Police will select names from the list in no particular
order. (Ref: CALEA 34.1.6, Item E)

G. Probationary Period for Promotions

A six-month probationary period is required of all employees who are
promoted. Unsatisfactory performance shall be identified and corrected early
through counseling, training, and other suitable personnel actions to safeguard
against the promotion of employees beyond their capabilities.

(Ref: CALEA 34.1.7)

Mark P. Fallaw Date
Chief of Police
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l. Purpose

To outline fair and impartial methods of evaluating the work behaviors and job
performance of North Police Department employees.

To assure the public that employees of the North Police Department are qualified to
provide effective and efficient police services.

To ensure optimum job performance and eliminate inappropriate behavior.
1. Policy

It is the policy of the North Police Department to ensure a fair and impartial
evaluation of all employees' on-the-job performance of assigned duties.

I1l.  Procedure
A. Measurement Definitions
1. Exceeds Requirements - Performance exceeds job requirements.
Significantly and consistently performs at a level above that expected.
2. Satisfactory - Performance meets job requirements.
3. Unsatisfactory - Performance is unacceptable. Does not meet job

requirements. (Ref: CALEA 35.1.1, Item A)



B.

Procedures for Use of Forms

1.

Performance Appraisal Forms (PAF)

a.

The cover of the PAF contains personal information including
the name of the employee, the date, the employee’s job title, the
name of the supervisor completing the rating form, the length
of time this supervisor has supervised the employee, the type of
evaluation and the date and signatures from the initial
employee/supervisor planning session.

Section | of the PAF contains the specific job duties and
standards to be rated as determined by the supervisor and
employee at the initial planning session. These are based on the
job description. It also contains the justification for each rating
given.

Section Il of the PAF contains the work characteristics as they
relate to the employee’s ability to perform the duties of the job.
These characteristics are weighted by the supervisor as
"Important,” "Very Important,” or "Not Applicable.” A
comment section is provided for the rater to support the rating
given. Section Il A *“Management Skills” is also used when
supervisors are being rated.

Section Il of the PAF contains overall ratings of the
employee's job performance based on the ratings in Sections Il
and I.

Section IV of the PAF contains information on training and
career development recommendations, an implementation plan
addressing these needs and any changes to the employee’s job
duties, standards, or work characteristics for the next appraisal
period.

Section V of the PAF contains the certification, which records
the signatures of the rater, the rated officer, the Chief’s
designee, and the Chief of Police. There is a section provided
for the employee's comments.

Quarterly Progress Report Form

a.

A Quarterly Report Form is completed at the end of each of the
first three quarters of the rating period to inform an employee
of strengths or weaknesses in job performance, to motivate
improvement in job performance and to record commendations
of good work.



b. A Quarterly Report shall be signed by the supervisor
completing the form and the employee. A copy of the form
may be provided to the employee. The Quarterly Reports will
be filed with the Performance Appraisal Form and will be used
by the rater to assist in completing the Performance Appraisal
Form. (Ref: CALEA 35.1.1, Item B)

Rater Responsibilities

1. Supervisors are responsible for monitoring the job performance of
subordinates. Supervisors must provide performance feedback to
praise outstanding job performance and to correct unsatisfactory
performance and behavior.

2. Supervisors shall ensure all paperwork and documentation associated
with the Department's performance evaluation system is completed
accurately and within specified time frames. Additionally, supervisors
must notify the Chief’s designee of any problems with employee
behavior or job performance.

3. Supervisors conducting performance ratings will base their judgments
on personal observations, written reports, daily activity sheets,
citizen/police interaction, and any other source that the supervisor
deems appropriate. Whenever possible, documentation may be used to
support these judgements. However, documentation is not necessarily
required except in instances requiring termination or demotion of an
employee.

4, A supervisor must hold a face-to-face evaluation interview with an
employee regarding the performance evaluation given to the
employee. The supervisor must be prepared to provide performance
feedback and discuss any questions from the employee regarding
his/her evaluation.

(Ref: CALEA 35.1.1, Item C)

Rater Training

Prior to completing performance evaluations, each supervisor will review this
procedure; the standards for each of the rating categories, applicable job
descriptions, and job duty/standard for the position.

(Ref: CALEA 35.1.1, Item D)

All full-time employees of the Department will be evaluated on their job
performance at least once each fiscal year, and may be evaluated more often.
A normal rating period will be from September 1 to August 30 of the
following year. (Ref: CALEA 35.1.2)



Probationary employees will be rated during their six-month probation period
with written counseling from their immediate supervisor to be completed
every 90 days. A Quarterly Report will be used for this purpose. A
recommendation to retain, demote (in cases of promotion), or to discharge a
probationary employee must be made to the Chief of Police prior to the end of
the employee's probationary period. (Ref: CALEA 35.1.3)

Performance evaluations will be specific to the position held by the employee
and based solely upon job performance during the specific rating period.
(Ref: CALEA 35.1.4 and 35.1.5)

If an employee's performance is deemed to be unsatisfactory, he/she will be
advised in writing at least 90 days prior to the end of the rating period. This
may be done as part of the quarterly progress report. (Ref: CALEA 35.1.6)

A justification is required for all ratings, and ratings of "unsatisfactory” or
"exceeds expectations" (outstanding) must be supported with narrative
comments stating the specific reason(s) for the rating. All justifications will be
written on the performance evaluation rating form. (Ref: CALEA 35.1.7)

Each performance evaluation and Quarterly Report will be reviewed and
signed by the supervisor preparing the evaluation, the Chief’s designee, and
the Chief of Police. Employees will be given the opportunity to comment on
and sign the completed performance evaluation and Quarterly Reports.

1. The signature of the employee indicates only that the employee has
read the report, and not that the employee agrees or disagrees with the
report.

2. If the employee refuses or otherwise fails to sign the form, the
presenting supervisor will make a notation on the form with any stated
reason for the refusal. (Ref: CALEA 35.1.8 and 35.1.10)

Each employee will be counseled face-to-face at the conclusion of the rating
period. Counseling topics will include:

1. Results of the performance evaluation just completed:;

2. Level of performance expected, rating criteria or goals for the
upcoming rating period; and

3. Career counseling concerning advancement, specialization, or training
appropriate for the employee's position. (Ref: CALEA 35.1.9)



L. Each employee will receive a copy of the performance evaluation report and
may request copies of the quarterly progress reports. Copies of these records
will remain active in the employee’s departmental personnel record during the
term of employment or for a minimum of three years. All original copies will
be forwarded to the Town Personnel Office to be filed.

(Ref: CALEA 35.1.11 and 35.1.13)

M. Employees who wish to contest a supervisors rating must contest it in writing
within seven days of the evaluation interview. Employees will be given
provision to comment in Section V of the evaluation form and/or to attach an
addendum to their evaluation form with the reason(s) for their disagreement.
The supervisor will be given the option to either change the rating or to let it
stand. If the supervisor allows the rating to stand, the employee's comments
may be reviewed by the Deputy Chief who will make a recommendation on
the matter and will forward it to the Chief of Police for review. If the Chief of
Police allows the rating to stand, a copy of the employee's protest will be filed
with the evaluation. Any further dispute will be referred to the Town
Administrator or Mayor. (Ref: CALEA 35.1.12)

N. All raters will be evaluated by their supervisor during the review of their
performance evaluation regarding the fairness, uniformity and impartiality of
ratings given to subordinates, their participation in counseling rated
employees, and their ability to carry out the rater's role in the performance
evaluation system. Supervisors who note deficiencies in raters will counsel
them and conduct any remedial training they deem necessary.

(Ref: CALEA 35.1.14)

Mark P. Fallaw Date
Chief of Police
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l. Purpose

To designate guidelines for scheduling personnel in order to meet the needs of the
Department.

Policy

The Chief will be responsible for ensuring that the manpower needs of the Department
are met by monitoring the schedule and making changes as needed to comply with the
provisions of this procedure.

Procedure

A

The Chief will schedule officers to meet the needs of the Town and citizens and
for any special functions or events. Since the Town does not authorize ample
officers to provide 24-hour police protection, the Chief shall determine the
scheduling needs. In the event of an emergency manpower shortage (such as a
sudden illness), the officer may call in an off-duty officer to meet the minimum
requirements as needed. Officers will report at least 15 minutes early to ensure
that ample time is permitted to provide related information to officers.

(Ref: CALEA 41.1.1)

Overtime shall not be scheduled to cover the basic shift. All Department
employees are salaried employees and will not be compensated with
additional pay for overtime hours. The Chief will approve flextime or
compensatory time during the same pay period if feasible. Only the Chief or
his designee will approve such schedule changes. However, in the event of the
Chief's unavailability, the officer may change the schedule for flex or
compensatory time if an emergency, unusual circumstance or exigent
circumstance arises. Otherwise, the Chief must approve all changes in
advance.



All police officers shall be scheduled to work a minimum of 40/43 hours during
the work period starting at 0001 hours Friday through 2400 hours Thursday.

All officers will generally be scheduled to work five 8-hour days in a one-week
work period. However, it is the prerogative of the supervisor or the Police Chief
to change the work hours of any officer or the length of any workday in order to
meet the needs of the Department.

It is within the discretion of the supervisor or Chief of Police to schedule
working hours or off days in order to meet the basic manpower requirements of
the Department. The supervisor may change off days or working hours to
accommodate an exceptional need of an officer as long as the basic manpower
needs of the Department are met first.

As a general rule, and with some exceptions (such as training requirements,
special events, and other emergencies requiring unusual manpower), scheduled
off days may be changed, but should not be changed without mutual agreement
between the affected officer(s) and the affected supervisor(s). Working hours of
officers during any scheduled workday remains within the purview of the
supervisor, to schedule as needed, and to comply with manpower needs of the
Department.

A supervisor shall not schedule officers from another squad to cover a
manpower deficit without the permission of the supervisor of that squad (i.e.,
the Squad | Sergeant cannot arbitrarily schedule a Squad Il officer to cover a
shift).

Each year, officers may propose the assignments for each patrol squad to the
Chief of Police. The Police Chief will make the final decision regarding
assignment. (Ref: CALEA 41.1.2, Item A)

Off-Days for Patrol Personnel

Patrol officers and first line supervisors assigned to patrol duties shall have
their off days listed at least two weeks in advance unless conditions prohibit
or exigent circumstances change the needs of the Department.

(Ref: CALEA 41.1.2, Item E)

Rotation
Patrol officer shifts will rotate approximately every two to four weeks if

possible and if practical for Department operations.
(Ref: CALEA 41.1.2, Item B)



K. Specialized Assignments

Officers in specialized assignments (such as criminal investigation) will be
exempt from this schedule and will be assigned as determined by the Chief of
Police.

L. Due to the small size of the Town of North, officers are not assigned to
specific beats. They are expected to patrol the entire Town.
(Ref: CALEA 41.1.2, Items C and D)

Mark P. Fallaw Date
Chief of Police
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l. Purpose

To provide guidelines for the approval of external training programs and the criteria for

selection of personnel to attend these programs.

To determine the amount and types of in-service training presented within the

Department.

Il. Policy

It is the policy of the North Police Department to provide appropriate and quality
training for its employees. Training is one of the most important responsibilities of a
law enforcement agency. From the time police officers are initially hired until the end
of their careers, training impacts every aspect of their job. The training program of the

North Police Department has as its goals:

A. Providing police personnel with the skills, knowledge and abilities needed to

Number

3.7.1

Amends/Supersedes

April 1, 2003

Pages
13

act decisively and correctly in a broad spectrum of situations.

B. Informing personnel in a timely manner of continuing changes in law or

departmental procedures.

C. Enhancing performance of officers on all duties prescribed by law, and
correcting noted deficiencies by remedial training.

D. Developing leadership potential in supervisors through training in advanced

command training programs.



Procedure

A

The Training Function

1.

The training function within the Department will be the responsibility
of the Sergeant designated as the Training Officer by the Chief of
Police.

The training function will encompass all aspects of the Department's
training to include: field training; in-service training programs;
specialized training; remedial training; mandatory training; civilian
training; advanced training, roll-call training and inter-agency training.

Training Officer

The duties of the Training Officer shall include the following:

1.

To plan and develop training programs according to the needs of the
Department.

Announce mandatory, remedial, optional and all other available
training for all personnel.

Maintain training records of personnel.

Ensure attendance of all mandatory training programs.

Implement in-service training programs.

Select instructors and develop training resources.

Evaluate all training programs.

Coordinate all training programs.

Maintain a liaison with the South Carolina Criminal Justice Academy,
Orangeburg-Calhoun Technical College, other departments and any

other educational facility presenting specialized, basic, or advanced
training for police officers.

In-Service Training Programs

1.

In-service training is required of all sworn personnel annually and will
include refresher or advanced training, including firearm qualifications
and legal update and core courses required for re-certification by the
South Carolina Criminal Justice Academy.



The purpose of in-service training is to keep personnel up-to-date with
new laws, technological improvements, and revisions in policy,
procedures, rules and regulations of the Department.

All sworn personnel are required to participate in firearm re-
qualification at least twice each year as specified in this manual and also
shall participate in the in-service training program, which may address
one or more of the following subjects:

a. Review of Department policies, procedures, and rules and
regulations, with emphasis on changes.

b. Review of statutory or case law affecting law enforcement
operations, with emphasis on changes.

C. Review of the functions of agencies in the local criminal justice
system.
d. Exercise of discretion in the decision to invoke the criminal

justice process.

e. Review of interrogation and interviewing techniques.

f. Use of force policy, including the use of deadly force.

g. Review of performance evaluation system.

h. Review of contingency plans, including those relating to special

operations and unusual occurrences.
i. Crime prevention policies and procedures.
J. Collection and preservation of evidence.

k. Report writing and records system procedures and requirements.
(Ref: CALEA 33.5.1)

The selection of quality instructors is critical to the operation of any
successful in-service training program. All departmental instructors
who instruct in-service training shall have training in the following
areas at a minimum:

a. Lesson plan development; (Ref: CALEA 33.3.1, Item A)

b. Performance objective development;
(Ref: CALEA 33.3.1, Item B)

C. Instructional techniques; (Ref: CALEA 33.3.1, Item C)



5.

d. Testing/evaluation techniques; and
(Ref: CALEA 33.3.1, Item D)

e. Resource availability and use. (Ref: CALEA 33.3.1, Item E)

The North Police Department will provide classroom space and
appropriate necessary equipment for all internal training programs.

Lesson Plans

In all training courses, lesson plans will be developed. This lesson plan will
include the following:

1.

Guidelines and format for lesson plans will be the same as that used by
the South Carolina Criminal Justice Academy for training programs.
The lesson plan will include references, teaching techniques (lecture,
group discussion, panel, debate), relationships to job tasks,
responsibilities of the participants for the material taught, and plans for
the evaluation of the participants. (Ref: CALEA 33.14, Item
A)

A statement of performance and job-related objectives.
(Ref: CALEA 33.1.4, Item B)

The content of the training, outline, instructor's notes and specification
of the instructional techniques to be used.
(Ref: CALEA 33.1.4, Item C)

The Training Officer will be responsible for the review of all lesson
plans. The Chief of Police must approve all lesson plans. This will
ensure that lesson plans are consistent with departmental guidelines and
state requirements. (Ref: CALEA 33.1.4, Item D)

The lesson plan will identify any test(s) to be used in the training course.
(Ref: CALEA 33.1.4, Iltem E)

Mandatory Training

All training classes to which officers are assigned are mandatory unless
specified otherwise. Any failure of an officer to attend or pass a scheduled
training class must be immediately reported, in writing, to the Chief of Police
by the Training Officer. When officers are required to attend a mandatory
course the following requirements will be in effect:

1.

2.

Attendance rosters will be completed on all in-house training sessions.

Where training is mandatory, exceptions will be allowed under the
following conditions;



a. Approved vacation leave.

b. Reasonable excuses, such as illness, personal emergency, and
court appearances.

3. Where training is mandated by law or the Department, the Training
Officer will schedule make up training. (Ref: CALEA 33.1.2)

Remedial Training

Remedial training will be used for specific deficiencies identified in
personnel. Management during evaluation of job performance as a result of a
complaint or during an inspection may recognize the need for remedial
training.

1. Training and job proficiency that is mandated by State law or
departmental directives will require remedial training.

2. Any aspect of law enforcement that incurs liability because of lack of
proper training will require remedial training, if successful completion is
not met by an employee. This includes firearms, driver, non-lethal
weapons and legal update training.

3. Remedial training will be accomplished by the employee as soon as
possible after the deficiency is detected.

4. Personnel designated to receive remedial training are required to attend
the appropriate classes. Failure to report to these classes or to
successfully complete the remedial training will be reported, in writing,
to the Chief of Police by the Training Officer. The Chief will review the
facts and determine what disciplinary action is to be taken.

(Ref: CALEA 33.1.5)

Specialized Training Programs

Specialized training is that training designed to develop and/or enhance skills,
knowledge, and abilities above and beyond the level taught in either recruit or
other in-service programs. Specialized training may address supervisory,
personnel policies, management, and/or executive development training and
may also include technical and job-specific subjects (e.g., homicide
investigation, fingerprint examination, juvenile investigation, etc.). Many new
skills, particularly those that are technical or job-specific can be successfully
taught through supervised on-the-job training by an experienced officer.

1. Many positions within the North Police Department require
specialized training either prior to assignment or as part of continued
training within the assignment.



Assignments that require specialized training prior to assignment are:

Radar Instructor
Driving Instructor

Firearms Instructor

Instructor of other state-mandated courses
Radar Operator

Breath Testing Examiner

ASP Baton Instructor

Applicant Background Investigator
Professional Standards Investigator
Management level positions

Field Training Officer

Assignments that require specialized training after assignment are:

NCIC operator
Supervisory positions

Investigator
Crime Prevention Officer

Community Relations Officer

(Ref: CALEA 33.6.1)

Specialized training provided to personnel includes the following:

a.

Development and/or enhancement of the skills, knowledge, and

abilities particular to the specialization.

(Ref: CALEA 33.6.1, Item A)

Management, administration, supervision, personnel policies of

operations or support services in each function or component.

(Ref: CALEA 33.6.1, Item B)
Supervised on-the-job training.  (Ref: CALEA 33.6.1, Item C)

All personnel responsible for crime scene processing, including
investigators, should receive in-service training to develop the
following skills: recovery of latent fingerprints and palm prints;
recovery of foot, tool and tire impressions; photographing crime
or accident scenes; preparing crime or accident scene sketches;
and collecting, preserving and transmitting physical evidence,
including biological materials. (Ref: CALEA 33.6.1)



The costs will be paid for all approved training programs in or outside
the Town of North. Normal costs include: mileage (if Department
vehicle is not used); meals; lodging; fees; books and materials. A
travel and expenses request must be turned in to the Chief and
approved to receive a travel advance. Upon return the employee must
submit the receipt for lodging and any other requested travel
documentation to the Chief of Police within three days. Refer to Town
Personnel Manual for allowable expenses. (Ref: CALEA 33.1.3)

Roll Call Training

The purpose of roll call training is to reinforce concepts taught at the South
Carolina Criminal Justice Academy, to reinforce policy and procedure and to
introduce policy and procedure changes that may occur. Roll call training may
also be used for short seminar type training.

1.

The Training Officer will coordinate roll call training with the squad
Sergeants or other supervisors.

If necessary, the Training Officer will have the proper instructors for the
material presented coordinate with the squad sergeant.

The Squad Sergeant is responsible for ensuring that all patrol officers
are present and that allowances are made for continuous police coverage
during roll call training.

Advanced Training

1.

Advanced training is considered the type of training provided by the
FBI National Academy, IPTM, the Southern Police Institute,
Northwestern University Traffic Institute or other similar schools. This
training is designed to enhance the professional competence of officers
who have demonstrated leadership capabilities.

Criteria and conditions for considerations in taking advantage of this
training;

a. Meet requirements of the advanced training institution.

b. Be in a supervisory or command position, or be eligible for such
promotion.

C. Make a written request for the training to the Chief of Police.

d. Receive the endorsement of the Chief of Police.



Training requirements to be satisfied by advanced training includes:

a. Management theory.

b. Utilization of resources to their maximum efficiency.
C. Supervisory techniques.

d. Police Administration.

4. Any change of responsibilities or assignment will be discussed with
the candidate for training, and will be resolved prior to initiation of the
advanced training. Assignment to shifts or staff duties shall remain the
prerogative of the Chief of Police.

J. Training Requirements for Newly Appointed Civilian Personnel

1. All newly appointed civilian personnel will be provided an orientation
program introducing them to the Department. This orientation program
will include:

a. The Department's role, purpose, goals, policies, and procedures.
b. Working conditions, rules, and regulations.

C. Responsibilities of employees.

d. Review of job description. (Ref: CALEA 33.7.1)

2. Certain civilian positions within the Department require training on
specific job tasks prior to assuming the job responsibility. This training
may consist of any of the following;

a. Supervised on-the-job training
b. Formal classroom instruction
C. Reading of manuals, procedures, and other written materials.
3. Civilian positions requiring training prior to assumption of job duties
are:
a. Staff Assistant
b. Records Clerk
4. Annual in-service training will be required for the following positions:

Staff Assistant - during the calendar year
(Ref: CALEA 33.7.2)



K.

Inter-Agency Training

1.

Inter-agency training, either by other criminal justice agencies to North
Police personnel or by North Police to other agency personnel is
encouraged. This cooperation among agencies improves coordination
and increases effectiveness. Officers in the Department who express a
desire to instruct in the South Carolina Criminal Justice Academy will
be encouraged to obtain certification and to instruct. The Training
Officer shall be responsible for reviewing training provided by other
agencies (i.e., Highway Patrol, Sheriff's Department, etc.) for
suitability of local programs.

To maintain a relationship between officers and the South Carolina
Criminal Justice Academy, the Training Officer will solicit individuals
as instructors in presenting training programs.

Instructors selected from outside agencies to teach in-service training
at the North Police Department shall be supervised by the Training
Officer.

Instructors selected must have knowledge of and a demonstrated
proficiency in:

a. The law enforcement specialty which they are instructing; and,
b. Teaching theories, methods and practices.

Instructors shall be compensated at a rate to be determined in advance
with the Training Officer as approved by the Chief of Police.

Public non-enforcement agencies and private organizations shall not be
overlooked as potential training sources, especially in areas such as
computer operation, dealing with the public, supervision or management
topics. The Training Officer shall review training presented by these
groups and will use appropriate programs to train personnel.

Training Records

1.

Any training received by North Police Department personnel will be
recorded in the training records by the Training Officer. The training
records will include the following:

Officer's name

Course title, location and inclusive dates

Total hours of instruction

Scores (if tested)

Certificates (if issued) (Ref: CALEA 33.1.6)

® 2 0 T p



The Training Officer will maintain records of all in-service training
conducted by the Department. The training records of classes shall
include:

a. Course Content (lesson plans)
b. Roster of names of attendees
C. Individual results of any tests, if administered.

(Ref: CALEA 33.1.7)

Training records will not be released to anyone outside the Department
except with approval of the Chief of Police.

Officers attending training are responsible for submitting copies of
certificates and other documentation, as requested, to the Training
Officer upon their completion of the training course.

Duty Status of Officers Attending Training

The duty status of officers attending training shall be determined in advance
between the officer and the Department. Generally, the following guidelines
will be followed:

1.

Mandatory Training - training programs that are required for the
efficient operation of the Police Department and/or are a condition of
employment. All such training shall be on-duty hours with the work
schedule adjusted to permit scheduling of personnel to attend on work
hours.

Recommended Training - training courses for which officers may apply,
which offer a direct benefit to the North Police Department and the
officer. Officers who apply and who are approved to attend such
training will attend on duty hours, when approved by the Chief of
Police. Any such recommended training must have all details of duty
status and expenses agreed to by both the officer and the Department
prior to such training being approved. Officers who attend such training
without an agreement in advance shall do so on their own time and at
their own expense.

Officers who attend training courses will be compensated for their
actual training hours as compensatory time. They will also be
compensated with compensatory time for their actual travel time, if
outside the Orangeburg, Lexington or Richland county area or if outside
the Midlands.

Any travel expense request must be approved in advance by the Chief of
Police.



5. The immediate supervisor of officers who are scheduled to attend
training may change an officer's off days within any workweek, or the
off days of any other officers in the section within any week to permit
training that has been approved. Off days cannot be moved from one
pay period to another.

6. All training requests must have the approval of the supervisor, the
Training Officer, and the Chief of Police in advance of the training. All
training is subject to:

a. Availability of manpower

b. Availability of training funds

C. Degree of need for the type of training

d. The number of officers trained in that specialty

e. If the training is remedial in nature

f. If t_h(_a officer requesting the training is best suited to receive the
training

IV. Basic Recruit Training Programs

A.

All newly hired, non-certified police officers must attend the South Carolina
Criminal Justice Academy. Basic police training in the State of South Carolina
has been standardized by the formation of the South Carolina Criminal Justice
Training Council as authorized by SC Code of Laws 23-23-10.

(Ref: CALEA 33.2.3)

The Training Council has established the criteria for the operation of basic
police training throughout the State of South Carolina.

In view of the fact that police officer basic training has been standardized
throughout the State of South Carolina, the Training Officer will place all non-
certified recruit officers with the Academy in accordance with procedures
approved by the Chief of Police.

1. Expenses for training, if any, at the Academy shall be paid by the North
Police Department.

2. The staffing, facilities, instructors or other resources required to operate
the Academy will be the responsibility of the Academy. When requested
by the Academy, recommended by the Training Officer, and approved
by the Chief, North officers may instruct in the Academy on an on-duty
basis without additional compensation from the Academy. Any officer
with a state instructor's certification may instruct in the Academy on an
off-duty basis with approval of the Chief of Police.



3. The North Police Department assumes all normal liabilities of its
employees being trained at the Academy.
(Ref: CALEA 33.2.3)

Employees receiving training from the Academy will also receive instruction
on North Police Department policies, procedures, rules and regulations. This
instruction will be provided prior to or upon completion of basic recruit
training at the Academy by the Field Training Officer under the direction of
the Training Officer and supervised by the Chief of Police.

(Ref: CALEA 33.2.4)

All newly sworn personnel must successfully complete basic recruit training in
accordance with the SC Code of Laws and the rules and regulations of the
South Carolina Criminal Justice Training Council. This basic recruit training
will be completed prior to any assignment, in any capacity in which the officer
is allowed to carry a weapon or is in a position to enforce the law or make an
arrest.

(Ref: CALEA 33.4.1)

The Academy attended by recruit officers shall provide a manual to recruit
officers that will include information concerning:

1. Organization of the Academy

2. The Academy's rules and regulations

3. The Academy's rating, testing, and evaluation system
4. Physical fitness and proficiency skill requirements

5. Daily training schedules

(Ref: CALEA 33.4.2)

The basic recruit training program at the South Carolina Criminal Justice
Academy includes a curriculum based on job task analysis of most frequent
assignments of officers who complete recruit training, such as report writing,
juvenile procedures, and legal subjects. (Ref: CALEA 33.4.3, Item A)

The basic recruit training program at the South Carolina Criminal Justice
Academy includes the use of evaluation techniques designed to measure
competency in the required skills, knowledge and abilities of the curriculum
taught, including a final competency test of which passing grade must be
obtained. (Ref: CALEA 33.4.3, Item B)

Skill Development Upon Promotion

A

Upon promotion to any rank the officer must complete the First Line
Supervision Course offered by the South Carolina Criminal Justice Academy
unless the officer has already completed the course. An equivalent course may
be substituted upon approval of the Chief’s designee.



B. The Chief of Police will review the Performance Evaluation Training Manual
with the officer.

C. The Chief of Police will review the appropriate job description with the officer
upon his/her promotion and identify any areas in which the officer is deficient.
The Chief of Police will then either provide the necessary instruction or arrange
the instruction.
(Ref: CALEA 33.8.2)

Mark P. Fallaw Date
Chief of Police
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l. Purpose

A To provide a structured and closely supervised program that offers recruit
officers the opportunity to apply the basic skills, knowledge, and abilities
obtained in the Academy classroom to assist them in actual performance in
field situations.

B. To formally evaluate the progress of the recruit officer to determine when the
officer is competent to perform independently as an effective police officer.

C. To provide orientation to trained, experienced officers to the North Police
Department and the Town of North.

Policy

Training is an important responsibility of our agency. Well-trained officers are better
prepared to act correctly in a broad spectrum of situations. To increase knowledge
and effectiveness of the officer, every recruit officer will be assigned to a field
training program after successfully completing the SC Criminal Justice Academy
Training Program. If the recruit officer has previously completed the SC Criminal
Justice Academy Training Program prior to being appointed by this agency, the
officer may be assigned directly to the field training program. All recruit officers will
participate in the field training program for a minimum of two weeks in addition to
any formal classroom instruction, and longer if the assigned Field Training Officer,
Training Officer and/or the Chief of Police deems it necessary.

Procedure

A The Department shall have a Field Training Officer (F.T.O.) Program
consisting of patrol officer(s) who assume responsibilities as trainers of recruit
personnel. Duties of the F.T.O. shall include the completion of appropriate
forms and the explanation and evaluation of recruit performance on each item
of the Recruit Officer Checklist. The F.T.O. shall:



Explain each item and, when practical, demonstrate the proper
handling of the task to the recruit.

When the F.T.O. believes the recruit is capable of handling a specific
task, he/she will require the recruit officer to perform the task while the
F.T.O. observes.

The F.T.O. must take enough time to ensure that every task is explained
completely and thoroughly.

When an item has been successfully completed, enter the date of
completion along with his/her and the recruit's initials.

When unlisted situations arise, the F.T.O. shall demonstrate the proper
procedure for handling the situation and record such situations at the
end of the checklist, either on the form or on attached sheets of paper.

The F.T.O. shall also assist the Sergeant, the Training Officer and the
Chief of Police in evaluation of the recruit officer and that officer's
suitability for police work.

Selection Process for Field Training Officers

1.

Candidates must have two years agency experience and have received
proper training as deemed appropriate by the Chief of Police.

The Chief of Police will approve the selection of the officers who are
to be assigned as Field Training Officers. This selection shall be based
on the officer's qualifications to include, but not be limited to: a good
work history; willingness to work overtime to accomplish training;
ability to teach effectively; and a genuine interest in developing the
skills, knowledge and abilities of other officers.

(Ref: CALEA 33.4.4, Item B)

Supervision of Field Training Officers

The Training Officer is responsible for the overall management of the Field
Training Officer Program and has the authority to directly supervise the
officers who are actively serving as F.T.O.s. The Sergeants also have the
responsibility to supervise their assigned F.T.O. on a daily basis.

(Ref: CALEA 33.4.4, Item C)



Liaison With the SC Criminal Justice Academy

The Training Officer will serve as liaison with the staff of the Academy
regarding the management of the F.T.O. Program. The Training Officer will
reconcile the F.T.O. program with the basic law enforcement training
program. He/She will also ensure that F.T.O.s are aware of what skills and
subjects have been taught to the recruits and what role the F.T.O.s are to
assume in further training. (Ref: CALEA 33.4.4, Item
D)

Training and In-Service Training of Field Training Officers
Training of the F.T.O. shall meet the following standards:

1. Initial Training - Successful completion of a Field Training Officer
Program by the SC Criminal Justice Academy or its equivalent, as
approved by the Training Officer, or the F.T.O. course provided by the
Training Officer.

2. In-Service Training - At least 2 hours each year of continuing in-service
training in departmental policies and procedures, patrol techniques,
recruit evaluations, changes in the Academy basic recruit curriculum
and other subjects as determined and provided by the Department
Training Officer or the Chief of Police.  (Ref: CALEA 33.4.4, Item E)

Duties and responsibilities of the Training Officer in the F.T.O. Program are:

1. Staff responsibility for the Field Training Officer Program, to include
monitoring all Daily Observation Reports and periodic evaluations of
the progress of the recruit officer by the F.T.O.

2. Responsibility to maintain all F.T.O. Program records.

3. Advising the F.T.O. of any noted problems and to assist the F.T.O. to
critique the recruit officer's progress.

4. Responsibility for the final decision to place the recruit on independent
patrol status.

5. Evaluation of the work of the F.T.O. and providing in-service training to
the F.T.O.s.
6. Observation of various field situations and field instruction to provide

him/her with first-hand information concerning the recruit officer's
performance and to observe the instructional techniques of the F.T.O.

7. Responsibility to maintain a liaison with the Academy staff regarding
the F.T.O. Program.



Reporting Responsibilities of Field Training Officers

Field Training Officers will use several methods of recording and evaluating
the recruit's progress.

1.

The Field Training Officer will be responsible for completing a Daily
Observation Report (DOR) on the recruit officer for each working day.
The DOR will be categorized under five major headings: Appearance,
Attitude, Knowledge, Performance, and Relationships. The F.T.O. will
evaluate the recruit in terms of "Below Standard,” "Standard,” "Above
Standard,” and "Not Observed."

The F.T.O. will also be required to note and explain on the DOR the
recruit's most effective performance of the day and where improvement
is needed. Upon completion, both the recruit and the F.T.O. will sign the
DOR. The DOR will be placed the Training Officer's mail bin at the end
of each workday.

The F.T.O. will initial each individual task on the Recruit Officer
Checklist to indicate that the recruit has successfully demonstrated the
necessary knowledge and ability required for that task.

The F.T.O. also has an optional Exemplary Report form to highlight the
recruit's report writing accomplishments, when appropriate.
(Ref: CALEA 33.4.4, Item H)

Standardized guidelines have been developed for the F.T.O. to rate
recruits using the Daily Observation Reports. These guidelines must be
used by the F.T.O.

The recruit's F.T.O.s and the Training Officer will be required to
evaluate the recruit during the period of the training. The Training
Officer will keep the Chief of Police apprised of the progress and any
problems regarding the recruit.

Upon successful completion of all training, the recruit's F.T.O.(s), the
Chief of Police, and the Training Officer will review all reports and
evaluations pertaining to the recruit's performance and training. They
may require the recruit to be present and answer questions if necessary.
After review of all pertinent data they will recommend one of the
following actions to the Chief of Police:

a. Certification of the recruit to work independently as a patrol
officer.
b. Retention of the recruit in the Field Training Program for a

specified period of time for remedial training.



C. Confirmation that the recruit is not progressing satisfactorily
with a recommendation to the Chief of Police to review the
recruit's performance and evaluations for a decision as to
whether or not the recruit should be reassigned or dismissed.

(Ref: CALEA 33.4.4, Item G)

Rotation of Recruit Field Assignments

1.

Recruits will be assigned to the patrol function of the Department, and
will be assigned the same days off and shift as the F.T.O.

The recruit will be rotated between at least two F.T.O.s during the
training period as determined by the Training Officer.

One training day will be devoted to the assignment of the recruit to the
Criminal Investigations Division and the Records Office.

Whenever possible, the F.T.O. may temporarily assign recruits to
observe or assist in any special investigations (such as serving search
warrants), unique or rare patrol assignments (such as stakeouts), and any
other assignment that arises in the daily course of work, and that will
enhance the development of the recruit.  (Ref: CALEA 33.4.4, Iltem F)

Reassignment of Recruits

The Training Officer may reassign a recruit to another F.T.O. when either of
the following occurs:

1.

There exists an insurmountable personality conflict between the F.T.O.
and the recruit that affects the ability of the recruit to learn. The F.T.O.
or the recruit may initiate the request for reassignment to the Training
Officer.

The F.T.O. indicates that a recommendation to dismiss for
unsatisfactory performance by the recruit is forthcoming. In such cases,
a second opinion from another F.T.O. may be desirable.

Length of Field Training Program

The Field Training Program shall consist of three phases, each with increasing
responsibilities and increasing complexity of tasks.

1.

Phase One shall consist of the time of initial hiring of the recruit
officer until the completion of all formal Academy training and full
formal certification of the officer by the SC Criminal Justice Training
Council.



During Phase One, the recruit officer shall not participate in enforcing
the law, making arrests, carrying a firearm, issuing citations, or go on
patrol except as an observer with a trained and fully certified police
officer as a part of the Field Training Program. For officers who are
hired with certification, phase one will be completed at that time when
each of the items on the Recruit Officer Checklist have been completed
and the F.T.O. and Training Officer mutually agree to move the recruit
to the next phase of training.

Phase Two shall follow and shall consist of assignment to a Field
Training Officer. Phase Two shall end when the recruit officer
completes all of the items on the Recruit Officer Checklist, and the
F.T.O., the Training Officer and Chief of Police mutually agree that the
recruit officer has successfully completed the training and is ready for
independent patrol assignment.

Phase Two shall last at least two weeks and should not usually go longer
than six weeks, unless agreed otherwise by the F.T.O., the Training
Officer and the Chief of Police. (Ref: CALEA 33.44, Item A)

Phase Three shall begin at that time when the recruit officer is
assigned to independent patrol duties and shall last until the end of the
probationary period.

Mark P. Fallaw
Chief of Police

Date



NORTH POLICE DEPARTMENT
Field Training Officer Program

Recruit Officer Checklist

Recruit Officer's Name

Date Training Began Date Training Ends

(To be initialed by F.T.O. and Trainee when performed satisfactorily)
PHASE 11 Date F.T.O. Trainee

1 Explain F.T.O. Program (Evaluations)

2. Explain probationary status

3. Written Directives System
Review each of the following with the recruit:

a. Town Personnel Policies
b. Department Procedure Manual
C. Bloodborne Pathogens Manual
d. Airborne pathogens Manual
e. Accreditation Orientation Guide
f. Patrol Pass On Book
g. Performance Appraisal Manual
h. Patrol Schedule
4. Departmental Policy on the Use of Force
a. When deadly force may be used
b. Report Procedures
C. Only enough force may to be used to
overcome resistance to the arrest.
d. Use of non-lethal force -unarmed,
ASP and Oleoresin Capsicum
5. Town Boundaries and Street Numbering System
a. North and South boundaries
b. East and West boundaries

C. Orangeburg County lines




Main Town Streets

Hwy 178 & Hwy. 321,

Main Street,

Bedford Avenue & Stafford Avenue,
Jones Bridge & Oliver Road

Important Town/Area Locations.
North Elementary School,

North Middle/High School
Citgo

R&J Drugs/Lil Cricket

Piggly Wiggly

Jones Bridge,

Livingston & Neeses,

Norway & Springfield,

Orangeburg Sheriff's Office/ OCRDC
Orangeburg Courthouse

Organizational Procedures
Scheduling/Time Sheets/Leave Requests

Daily Activity Worksheets

Mail/Roll-Call Information

Location of Files/Reports/Forms

Checking in/off duty

Reserve Program
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Ride Along Program

Procedure for checking out police unit at beginning of shift.
Inspect vehicle for damage and wear

Check regular and emergency lighting

Check fluid levels

Emergency items in trunk

Fire extinguisher

Check siren

Vehicle cleanliness

Gas and spare tire (inflated) & jack

Check rear seat

Gasoline and pump facility location

Check radio

First aid kit
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Vehicle maintenance request procedure




10.

11.

12.

13.

14.

Courtroom Appearances

a. Introduce Town Judge
b. Testimony requirements
C. Appearance and demeanor

Time Sheets and Overtime Procedures
a. How to complete form
b. Importance of completing on time

Radio Codes and Procedures
a. Calling in to begin/end shift

b. Knowledge of radio ten codes
C. Knowledge of radio signals

d. Radio channels

e. Central Communications (tour)
Appearance of Officer in Uniform

a. Winter and summer uniform

b. Personal Conduct

(1) Smoking in public and at Department

(2) Congregation at convenience stores,
restaurants, crime scenes, etc.

(3) Offensive mannerisms, racial slurs
and trigger words

(4) Non-acceptance of gratuities

C. Command presence & courtesy
d. Gun belt & personal equipment
Ballistic vest

Field Report Writing System

Incident Reports

Supplements

Assignment of case number

Booking Reports

Clarity, spelling and grammar

All reports are due at the end of the shift
Report manual in Patrol Office
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15.

16.

17.

18.

Traffic Stop Procedures

I

Select the location

Advise the dispatcher
Initiate the stop

Position of police unit
Approach the vehicle
Officer safety considerations

Issuing Traffic Citations

a.
b.
C.
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Proper demeanor with violator
Filling out citation properly
Handling drivers with suspended or
revoked license

Verbal/Written Warning Procedure
Voiding the citation (Procedure)
Cite at an accident scene
Accountability for Citations
Parking tickets

Field Interviews

a.
b.
C.

Radar/ Laser Operation (Certified Operators Only)
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Plan your approach

Observe suspect's non-verbal behavior

Methods to determine if suspect is
telling the truth

Officer safety considerations
Filling out FI cards

Review of the Doppler effect
Testing of radar unit

Operation in stationary mode
Operation in moving mode
Operation of laser speed detection

Selection of site: check speed signs,
school zone lights/signs, enforce in
school zones, high accident areas and
complaint areas




19.

20.

21.

22.

Laws of Arrest

a.

b.
C.
d

Probable Cause

Felony

Misdemeanor

Cite and release vs. arrest

How to Arrest

k.
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Reasonable Use of Force

Receiving prisoners from citizens
Receiving prisoners from other officers
Suspects rights

Use of citations

Transportation of prisoners

How to apply handcuffs

Prisoners of the opposite sex

Juvenile prisoners

Advise dispatch of starting mileage and
time on all transports of prisoners of
opposite sex and juvenile prisoners

Escape procedures

Prisoner Processing
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Filling out Booking forms
Procedures for OCRDC

Serving Arrest Warrants

Filling out incident report

Case information and bond sheet
Photographs

Fingerprinting

Handling prisoner's property
Assignment of court date
Judge's Mail Box

Officer Safety

a.

Alarm Responses

(1) Approach and arrival at scene
(2) Wait for back up unit

(3) Check building for forced entry
(4) Look for suspicious persons and cars
(5) Check the interior of the building
(6) Contact keyholder/ File report




23.

Handling prowler calls

(1) Proper approach and arrival

(2) Look for suspicious persons/cars

(3) Contact reporting party

Family fight calls

(1) Criminal Domestic Violence law

(2) Approach and arrival at scene

(3) Wait for back up (if possible)

(4) Standby situations

(5) Identify any crimes committed/Arrest
(6) Identify participants/collect evidence

(7) Offer solutions that would resolve the
problem for the moment

(8) Referral agencies - Sistercare
Handling robbery calls

(1) Response and arrival

(2) Deployment

(3) Initial and supplemental broadcasts
(4) Preserve the crime scene

(5) Elements of investigation

(6) Locate and interview any witnesses
(7) Check surrounding scene for evidence

DUI Arrests
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Recognizing the offender
Videotape

Field sobriety tests (demonstrate)
Aurrest reports -incident & booking
Breath/urine/blood test procedure
Implied consent law

Miranda warnings

Breath test/refusal procedures
Request for blood/urine tests
DUI suspect taken to hospital
Juvenile offenders

Towing suspect's vehicle

Vehicle inventory procedure




24.

25.

26.

217.

Auto Accident Investigations
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How to complete a report
Measurements/Photos

Witness statements/witness form

Issue a citation if probable cause exists
DUI involvement

Hit and run reports

Private property reports

Felony Stop Procedures

a.
b.
C.
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Notification of dispatch

Wait for back up

Select a plan:

(1) Location for the stop

(2) Innocent bystanders

(3) Clear background field of fire
Utilization of the PA system
Position of police vehicle

Arrest suspect(s)

Check out the interior of suspect's
vehicle and trunk

Prisoner Searching and Cuffing Techniques

a.
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Handcuff then search thoroughly
Injured or handicapped prisoners
Demonstrate proper handcuffing
Double lock handcuffs

How to check complaints about handcuffs
being too tight

Crime Scene Investigation
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Determination of type crime committed
Render first aid to victims

Locate any witnesses

Taking statements

Broadcast any suspect information
Preserve evidence and protect scene
Notification of supervisor

Notification of investigator




28.

29.

30.

31.

32.

33.

34.

35.

Handling Evidence

a.
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g.
h.

Protecting the crime scene
Photographs

Booking and labeling evidence
Chain of custody

How to fill out evidence submission
sheets to SLED

How to complete property report
Evidence lockers
HIV/Hepatitis precautions

Patrol Procedures

a.
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Inspection Procedures and Techniques
(1) Closed businesses (security checks)
(2) Open businesses (for Robberies)
(3) Vacation residences

(4) Check property on night shift

Open doors & Windows calls

Man with gun calls

Disorderly persons/crowds

Shoplifting calls - establish probable cause
Vehicle searches

Gas drive off calls

Funeral escorts/parades/special events

Bad Checks - Magistrate

Duties at Fire Scenes

Duties at Medical Emergencies Assisting EMS

Emergency Vehicle Operation

a.

b.
C.
d

Proper and lawful driving by officer
Use of blue light and siren

Pursuit Policy (procedures, 3 mile limit)
Responding Code 1, 2, 3

Towing Vehicles

Confirm Wants and Warrants (NCIC & local)




36.

37.

38.

39.

40.

41.

42.

43.

44,

Disturbance of the Peace Calls
Neighbor disputes
Loud Parties

Simple assaults
Nuisances

Trespassing
Abandoned Autos
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Parking and Handicap Zone violations

Narcotics and Vice Arrests

a. Available resources - Narcotics Officer
b. Recognizing "profiles”

C. ABC violations

Foot Patrol

Traffic Direction at Emergencies

Incidents Involving Animal Complaints

a. Barking dog calls

b. Handling sick or vicious animals

C. Animal control

d. Procedure to follow to destroy an animal

Incidents Involving Mentally 11l Persons

a. Recognition and procedures
b. Emergency commitment
C. Use caution

Suicides and Attempts

a. Locate evidence

Notify EMS/coroner/investigator
Protect crime scene

Mental health referral

Necessity for a report
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Death Cases

Review procedures
Determination of death (natural?)
Protect the crime scene

Need to notify Supervisor

Need to notify Coroner
Procedure/natural death

If in doubt, treat as a crime
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45.

46.

47.

48.

49,

Location of Banks and Saving Loans and
explanation of Robbery Alarm procedure

Cases Involving Bicycles
a. Citations
Accidents

b
C. Stolen & abandoned bikes
d Equipment requirements

Missing Persons Cases

a. Adults

b Juveniles

C. Suspicious circumstances

d MPIC form to be completed in addition to

incident report and send BOLO
e. No Waiting Period To File Report

The Criminal Investigation Function
Interviews and Interrogations
Developing Investigative Leads
Technical Aids to Investigations
Property Recovery

Search Warrants

Clearance of Offenses
Surveillance

Investigative Case Log
Preparing a Case File
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Enforcement of Town Ordinances
a. Special Criminal Ordinances
b. Special Traffic Ordinances
C. Municipal Court
d

Operating W/O Business License-
coordinate with Town Hall

e. Code enforcement procedure




50.

51.

52.

53.

54.

Juvenile Procedures

Juvenile Involvement in Crime

Runaways & Truancy

Alternatives to Arrest

Child abuse and neglect/emergency custody
Juvenile gangs

Introduction to Elementary School
principals and staff

Transporting Juveniles
h. Juvenile traffic offenders
I. Missing children

e
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J. Liaison with other juvenile agencies
k. Notification of parents

l. Taking juveniles into custody

m. Juvenile Arbitration Program

Developing Sources of Information
a. Legal issues
b. Dept. Procedure - Use of Informants

Bloodborne and Airborne Pathogens

a. Review Exposure Control Plan
b. Personal Protective Equipment
C. Universal Precautions
d. Post Exposure Action

Courtroom Security

a. Check of courtroom for contraband,
security problems
b. Calling court to order
Protection of Judge and others in court
d. Handling prisoners for court

Community Relations

a. The individual officer is the most highly
visible representative of the Department

b. Developing good community relations is
the responsibility of every officer
C. All officers are expected to assist in

community relations programs




55. Unlisted Items (To be entered by FTO)
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(Attach additional sheets if necessary)
FIELD TRAINING OFFICER ROTATION ASSIGNMENT:

FTO (Name)

DATE: From To

FTO (Name)

DATE: From To

FTO (Name)

DATE: From To

FTO (Name)

DATE: From To




CERTIFICATION OF FIELD TRAINING

Recruit

CERTIFICATION OF F.T.O.: The officer entrusted to my instruction whose name appears on
the front of this form has been instructed and has satisfactorily handled or displayed knowledge
in all of the above listed areas, as indicated by the date and my initials. | hereby request that the
officer be considered as qualified for independent patrol status.

, Field Training Officer

Date

, Field Training Officer

Date

CONCUR:

, Training Officer

Date

, Chief of Police

Date




North
Police Department

Directive Type Effective Date Number
General Order April 1, 2004 3.8.1
Subject Amends/Supersedes
Law Enforcement Accreditation Familiarization April 1, 2003
Related Standards/Statutes/References/Policies

CALEA Chapter 33

Distribution Re-Evaluation Pages
All Personnel Annual 2

l. Purpose

To familiarize North Police Department employees with the law enforcement
accreditation process.

Policy

The North Police Department is committed to law enforcement accreditation and
realizes that its employees must be familiar with the process.

Procedure

A.

All employees will be provided with an overview of the accreditation process.
All newly hired employees will be provided with information and
documentation during the Field Training Program or equivalent period. Just
prior to an on-site assessment, all employees will be briefed by the Chief of
Police and/or Accreditation Manager regarding the accreditation process.

The Overview of the Accreditation Process and Accreditation Operational
Plan documents contain the following information.

1. The history and background of accreditation and the Department's
involvement in the process;

2. The accreditation process;
3. The goals and objectives of accreditation; and
4. The advantages of accreditation and its impact on the Department.

A copy of the CALEA newsletter will be circulated among all employees for
their review.



D. A copy of the Standards Manual of the Law Enforcement Accreditation
Program is kept in the Chief’s office and may be reviewed by any officer.

E. The Chief of Police and/or the Chief’s designee may periodically attend
meetings of the Commission on Accreditation for Law Enforcement Agencies.

(Ref: CALEA 33.5.3)

Mark P. Fallaw Date
Chief of Police



North
Police Department

Directive Type Effective Date Number
General Order April 1, 2004 3.9.1
Subject Amends/Supersedes
Employee Management/Conflict Resolution April 1, 2003
Related Standards/Statutes/References/Policies

CALEA Chapter 25

Distribution Re-Evaluation Pages
All Personnel Annual 2

l. Purpose

To provide a procedure to formally recognize conflicts within the Police Department
and offer a structured method to resolve these conflicts.

Policy

It is the policy of the North Police Department to ensure that the employee's
questions, concerns, and complaints are promptly heard, answered, and appropriate
action taken.

Procedure

A.

If an employee of the Police Department, who has completed the probationary
period with satisfactory service, has an employment-related conflict that may
include, but shall not be limited to, disciplinary actions, suspensions,
dismissals, promotions and demotions, the employee shall act as prescribed
below. (Ref: CALEA 25.1.1, Item A)

When an employee has reason for dissatisfaction with an action affecting
his/her status or condition of employment, he/she will initially take the
concern to his/her immediate supervisor. The next available remedy is the
Chief of Police. The reason for the employee’s dissatisfaction needs to be
brought to the attention of the Chief of Police within five working days of the
incident. (Ref: CALEA 25.1.1, Items A and B)

The supervisor and the Chief of Police shall listen to the employee's concern
and take the appropriate action. If the matter cannot be satisfactorily resolved
by either the immediate supervisor or the Chief of Police within the next five
working days, the member may appeal the matter to the Town Administrator
and/or the Mayor in a written memorandum. The written appeal must be filed
within five working days following the supervisor's and Chief of Police’s
decision. (Ref: CALEA 25.1.1, Items A, B, & D)



The written memorandum must include the following:

1. A written statement of the appeal and the facts upon which it is based.
2. A written allegation of the specific wrongful act and harm done.
3. A written statement of the remedy or adjustment sought.

(Ref: CALEA 25.1.1, Item C)

D. Upon delivery of the appeal to the Town Administrator and/or the Mayor,
he/she will review the matter and render a final decision within ten working
days. (Ref: CALEA 25.1.1, Items A & D)

E. The Chief of Police will coordinate all actions filed as part of the Employee-
Management Conflict Resolution program within the Police Department, and
shall forward a copy of all such actions to the Town Administrator and the
Mayor. (Ref: CALEA 25.1.2)

F. Employee representation will not be permitted as a part of this process.
(Ref: CALEA 25.1.1, Item E)

G. Upon the conclusion of any Employee-Management Conflict Resolution
program action involving a Police Department employee, all records,
statements, documents and findings pertaining to that action will be
maintained in a secure file located in the office of the Chief of Police. These
files are considered confidential. (Ref: CALEA 25.1.3)

H. Annually, the Chief of Police will conduct an analysis of any appeals filed by
Department employees as part of the Employee-Management Conflict
Resolution Process. The purpose of the analysis is to observe any trends and
to take appropriate steps to minimize future conflicts.  (Ref: CALEA 25.1.4)

IV.  Employee Advisory Committee

The Chief of Police will meet on a regular, on-going basis with a committee of police
employees to provide an open means of communication between Police Department
employees and the Chief of Police. The Chief will select members at his discretion
from Road Patrol, Special Operations, Investigations or any other unit to serve on this
committee. The committee should have various ranking officers. The frequency of the
meetings will be determined by the committee. Each representative on the committee
is responsible for soliciting topics of concern from other employees and for advising
the employees they represent of the information received at the meeting. A member
of the committee will be designated at each meeting to take minutes of the meeting.
The Chief of Police will preside over the meeting and will fill any vacancies on the
committee.

Mark P. Fallaw Date
Chief of Police



North
Police Department

Directive Type Effective Date Number
General Order April 1, 2004 3.10.1
Subject Amends/Supersedes
Disciplinary Procedures April 1, 2003
Related Standards/Statutes/References/Policies

CALEA Chapter 26

Distribution Re-Evaluation Pages
All Personnel Annual 10

l. Purpose

To establish the Department's disciplinary system.
Policy

The maintenance of effective discipline is essential in order for the Department to
effectively control its performance and satisfactorily achieve its objectives. True
discipline is achieved through a high degree of training and good morale.

Complying with departmental policy, directives, rules, and standard operating
procedures is the responsibility of all Department employees. It is the supervisors’
duty to ensure that those personnel subordinate to them conform to the Department's
guidelines. Compliance is best accomplished by supervisors setting a positive
example for subordinates. In those cases where an employee should be rewarded, or
where the Department's guidelines are violated, there must be a uniform system of
discipline. Whether positive or negative, all aspects must be based on fairness to the
employee and the Department, and should stimulate employee morale and motivation.

Procedure
A. Awards Programs

The North Police Department expects a high level of conduct from all
employees. It is recognized that Department members can and do perform
their duties in a manner exceeding even the highest standards of the
Department. In order to provide official recognition to those employees who
bring honor to themselves and the Department, the Awards Program is hereby
established. Award Categories:



1. Letter of Appreciation

To be awarded for an outstanding act, rendering exceptional service, or
accomplishment that was the result of personal sacrifice whereby the
employee had gone far beyond the requirements of his/her normal
assignment.

A Letter of Appreciation can be issued by any supervisor. The Letter
of Appreciation will be forwarded to the Chief of Police who will:

a. Place a copy of the Letter of Appreciation in the employee's
personnel file.

b. Place a copy of the Letter of Appreciation in the employee's
Town of North personnel file.

2. Chief's Letter of Commendation

To be awarded to an employee for service above and beyond the call
of duty, by giving evidence of selfless conduct by an employee. Such
conduct may be based on an individual act or a series of actions that
have been undertaken in a manner by which the employee takes it
upon himself/herself to perform in a manner not required or expected.
The act is to be wunusual in nature, showing initiative or
accomplishment. The award may also be presented for outstanding
accomplishment that has served as a credit to the Department or has
resulted in improved methods, operations, or cost savings.

Supervisors may submit a memo to the Chief of Police outlining the
facts of an incident that meets the above criteria as a nomination for this
award. Selections will be made by the Chief of Police. The Chief will
issue the Letter of Commendation and will place a copy in the
employee's personnel file.

3. South Carolina Police Chiefs’ Association Awards

A copy of the South Carolina Police Chiefs’ Association Awards
program guidelines is available in the Patrol Office and from the Chief
of Police. All sworn and civilian personnel employed by the North
Police Department are eligible to receive these awards. Any officer
can nominate another officer or himself/herself for an award using the
proper form. All nominations must be approved by the Chief of Police.

(Ref: CALEA 26.1.4, Item A)

B. Disciplinary Action
1. Punitive action may be administered in a progressive fashion.

Although not all inclusive, the following should be taken into account
when considering administration of discipline:



a. The seriousness of the incident.

b. The circumstances surrounding the incident.

C. The employee's past disciplinary record.

d. The employee's past work performance.

e. The imp_act of the incident on the Department and/or the
community.

f. The prognosis for future similar disciplinary problems.

Training

Officer's acts that are committed because he/she either misunderstood
procedures or was never made aware of the correct action, are
indicators of training needs.

These needs may be corrected by remedial training. Remedial training is
personalized training to correct a specific deficiency that is usually
identified by testing, evaluations, or by acts requiring disciplinary
actions. Training may be used as part of the Department's disciplinary
system by itself, or along with other disciplinary procedures as
determined by the Chief of Police.

In a non-disciplinary action, an employee may be assigned to remedial
training if the supervisor recommends the process to correct a lack of
skill, knowledge, or ability to perform assigned tasks.
Recommendations for remedial training will be made in writing through
the chain of command to the Chief of Police.

Required remedial training will be documented in the employee's
internal personnel file by the supervisor.
(Ref: CALEA 26.1.4, Item B)

Counseling

Counseling assists employees with the process of problem solving. It
may be corrective or preventive in nature. It may focus on the
necessity for a person to change his/her present behavior or work
methods. It may also focus on the necessity for a person to behave
differently in preparation for responsibilities and challenges that lie
ahead. In addition, counseling may focus on a specific disciplinary
problem that may be handled simply with counseling or with other
disciplinary measures.



In order to be considered for a promotion and/or salary increase, an
employee must not have more than one written counseling during a one-
year period.

If an employee receives written counseling on two unrelated violations,
during a one-year period, a subsequent written counseling will result in
a written reprimand.

The immediate supervisor will counsel an employee when the employee
has an existing problem or is experiencing difficulty understanding or
adjusting to matters that are:

a. job related,;

b. personnel policy;

C. interpersonal relationships with co-workers; and/or
d. personal matters that affect the employee's work.

Counseling may be documented in the employee's internal personnel
file by the supervisor and signed by the employee. The supervisor will
consider the factors listed in 111 B 1 to determine whether to document
the counseling action.

The supervisor shall identify the work rule or standards of conduct that
the employee has violated or the duties that the employee has failed to
discharge, and will suggest corrective action. The written counseling
will be documented in the employee's personnel file.

(Ref: CALEA 26.1.4, item C)

Written Reprimand

A written reprimand is a formal reprimand to the employee from his
supervisor describing the way in which the employee's conduct or
performance has failed to meet prescribed standards.

The written reprimand should be used in cases where a past verbal
warning has been ineffective or where an offense has been committed
that requires more severe action than a verbal warning or counseling.

The written reprimand shall specify the violations charged against the
employee or the failures in work performance of the employee and shall
specify corrective action. It shall warn the employee that repeated
offenses will lead to more stern measures, including possible discharge.
The written reprimand will be documented in the employee's personnel
file.



If an employee receives two written reprimands within one year, the
employee may be suspended for a duration to be determined by the
Chief of Police.

Suspension

A suspension is a serious disciplinary action in which the officer must
forfeit his/her salary for misconduct considered to be serious or part of
a continuing pattern of behavior involving repeated misconduct. The
Town of North policy on suspensions is stated in the Town's Personnel
Policy Manual.

All suspensions must have the approval of the Chief or Acting Chief of
Police. The suspension must be documented in the employee's personnel
file.

Upon suspension, the chief may require the employee to relinquish
his/her ID card, badge, issued firearm(s) and police vehicle to the Chief
of Police for the duration of the suspension.

Demotion

Demotion is the appointment of an employee to a new position having
decreased responsibility and pay. Involuntary demotion may be used in
circumstances in  which an employee exhibits unsatisfactory
performance or personal conduct in one position but shows promise of
becoming a valued employee in another position. It may be used as an
alternative to dismissal and it is the most severe corrective action that
may be imposed prior to discharge. The Town of North policy on
demotions is stated in the Town's Personnel Policy Manual. All
demotions must be documented in the employee's personnel file. All
demotions must be approved by the Chief of Police.

Termination

Termination is the removal of an employee from duty, thereby ending
his/her employment with the Town. The Town of North policy on
dismissals is stated in the Town's Personnel Policy Manual. Only the
Chief of Police may terminate an employee. The termination action
will be documented in the employee's personnel file.

All employees are subject to termination for any of the following
general conditions:

a. Reductions in the work force brought about by economic
considerations.



b. Consistent performance failure(s) or a single performance failure
that results in serious consequences to the Department's public
credibility or ability to function in an effective and efficient
manner, with or without fault.

C. Decisions of the Administration as permitted and retained by
law. (Ref: CALEA 26.1.4, Item D)
8. Termination Order

If employee misconduct results in termination from the Department,
the employee shall receive a written notice that will contain the
following information:

a. The reason for the termination.

b. The effective date of the termination.

C. Who to contact for the status of fringe and retirement benefits
after termination. This information will be provided by the
Town Clerk.

d. A statement as to the content of the employee's employment
record relating to the termination. (Ref: CALEA 26.1.7)

This provision does not apply to entry level probationary employees.
Supervisor's Role
The Chief of Police shall (1) review all submitted reports and evidence of any
disciplinary action prior to being made part of an employee's personnel file,
(2) sustain or reduce the action, (3) impose the forms of punitive discipline
identified in this policy.
All supervisors shall be responsible for detecting those instances and actions
when positive or negative disciplinary actions are warranted for members under
their immediate or indirect supervision. These responsibilities include:
1. Rewarding positive behavior and exemplary conduct and performance.

2. Investigating allegations of employee misconduct when within the
scope of their authority and responsibility.

3. Counseling employees to improve job performance or correct minor
infractions and procedures.

4. Identifying training needs as a function of the disciplinary process.



5. Directly implementing punitive disciplinary action including written
counseling and written reprimands.

6. Implementing severe disciplinary action approved by the Chief of
Police.
Supervisory Authority

Final disciplinary authority and responsibility for Department members rests
with the Chief of Police. All supervisors are held responsible for any
discipline administered at any level below them within their span of authority.
Supervisors may exercise the following disciplinary measures with members
under their control:

1. Sergeants, Lieutenant, Captain or Deputy Chief

a.

Change of duty assignment within their span of supervisory
control.

Written counseling.
Written reprimand.
Recommend suspension.

Administrative relief from duty requiring the employee to report
to the Chief of Police's office at 0900 hours the next day.

Impose suspension in absence of the Chief.
Recommend demotion.

Recommend discharge.

2. Chief of Police

Change of duty assignments.
Written counseling.

Written reprimand.

Impose suspension.
Administrative relief from duty.
Demotion in rank and pay.

Termination from the Department.



Whenever improper conduct of an employee is observed by any supervisor, it
shall be the responsibility of that supervisor to take immediate corrective
action and to inform the offending employee's supervisor for possible
disciplinary action.

If the misconduct is very minor, such as a minor infraction of procedures, or a
case of poor judgment that has not significantly impeded effective
departmental operations, the supervisor is authorized to take immediate
corrective action in the form of counseling that may be verbal or written.

A written reprimand may be given by any first-line supervisor. It shall be the
responsibility of that supervisor to inform the offending employee's supervisor
and ensure the reprimand is documented in the employee's personnel file.

If the misconduct is serious and the supervisor determines that a suspension is
in order, the supervisor will review the action with the Chief of Police.

If the misconduct is very serious, such as a violation of criminal law, gross
negligence involving loss of life or potential loss of life, intoxication on-duty,
gross insubordination, or when deemed to be in the best interest of the
Department, the supervisor may impose an administrative relief from duty. The
Chief of Police will be immediately notified in such instances.

The administrative relief from duty will continue until 0900 hours the next day.
The supervisor will take possession of the employee's weapon, identification
card, badge and vehicle. The supervisor will provide the employee with a ride
to the employee's residence and advise the employee that the employee is under
emergency suspension and is relieved of all police powers until instructed
otherwise by higher authority.

(Ref: CALEA 26.1.5)

Sexual Harassment in the Work Place

1. It is the position of the Town of North and the Police Department that
all members should be able to work in an environment free of any type
of harassment. Acts of sexual harassment by members, supervisors and
managers are prohibited employment practices and are subject to
sanctions and disciplinary measures. The purpose of this policy is to
define types of prohibited sexual harassment conduct and to establish
procedures for the reporting and investigation of such conduct by a
member.

2. Sexual Harassment is defined as unwelcome sexual advances, requests
for sexual favors and other verbal or physical conduct of a sexual
nature, when:



a. Submission to such conduct is made, explicitly or implicitly, a
term or condition of an individual's employment or continued

membership;

b. Submission to or rejection of such conduct by an individual is
used as the basis for employment decisions affecting such
individual:

C. Such conduct has the purpose or effect of substantially

interfering with a person's work performance or creating an
intimidating, hostile or offensive work environment.

When a member thinks they are a victim of sexual harassment, the
following steps shall be taken to report the violation.

a. Discuss the matter with the immediate supervisor, a supervisor
in the chain of command and/or the Town Administrator and/or
Mayor. If the offending party is in the member's chain of
command, the member may report the incident to any higher
ranking person in the chain of command or go outside the Police
Department chain of command and report the incident to the
Town Administrator and/or Mayor.

b. Put the complaint in writing.

C. Review the report for completeness and accuracy. Make sure to
include the name(s) of person(s) accused of wrongdoing and any
witness(es) whose testimony may support the complaint.

d. To ensure confidentiality, do not discuss the complaint with
persons other than the person the complaint is filed with, the
assigned investigating officer or the Town Administrator and/or
Mayor.

The Department will thoroughly investigate all sexual harassment
complaints in a confidential manner. The Chief of Police will assign a
Professional Standards investigator and/or the Chief’s designee, as
deemed appropriate, to investigate the complaint. The investigation
will include questioning of any witness(es) and the individual(s)
accused of wrongdoing to afford them the opportunity to respond to
the allegations of the complaint. The investigation shall be concluded
in an expeditious fashion. The assigned investigating officer shall
collect, record and confidentially safeguard all information and/or
evidence relative to the incident and report the findings to the Chief of
Police.



5. Appropriate disciplinary action will be taken by the Department for
complaints that are determined to be sexual harassment. Appropriate
disciplinary action will be taken based on the facts, on a case-by-case
basis, up to and including dismissal. (Ref: CALEA 26.1.2)

F. Disciplinary Records Maintenance

Reports and supporting documents that relate to a disciplinary action will be
retained in the office of the Chief of Police in the employee's personnel file.

The record of disciplinary action will also be placed into the employee's Town
personnel file.

Unless otherwise approved by the Chief of Police, disciplinary actions shall
remain in the employee’s personnel file indefinitely. (Ref: CALEA 26.1.8)

G. Appeal Procedures

Appeal procedures for employment-related conflicts such as disciplinary
actions may be made through the chain of command and is outlined in
Employee-Management Conflict Resolution Section 3.9.1.

(Ref: CALEA 26.1.6)

H. Non-Discrimination

The North Police Department does not intend to illegally discriminate against
current members, potential members or member groups on the basis of sex,
ethnic background, race, religion, color, age or physical handicap in any
disciplinary or termination proceedings.

Mark P. Fallaw Date
Chief of Police
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l. Purpose

To establish guidelines that govern outside employment, extra-duty, off-duty, part-
time or any other employment not related to the Department's full-time mission.

Policy

It is the policy of the North Police Department to provide guidelines for the
participation of its personnel in secondary employment. Any and all such secondary
employment shall not interfere with or detract from the employee's ability to properly
perform his/her official duties. The employee's duty to the Town of North will always
take priority.

Procedure

A

Secondary employment shall be construed to mean engaging in any work,
business or activity for profit, either as a principal or agent, other than that
assigned by the North Police Department.

Members are prohibited from engaging in secondary employment, unless and
until an application is submitted to and approved by the Chief of Police.
(Ref: CALEA 22.3.4, Item A)

Members engaged in secondary work shall at all times and in all places, conduct
themselves in a manner creditable to the Department. Misconduct may result in
termination of the outside work permit and/or disciplinary action. Officers must
remember that their first responsibility is to the Town of North. Officers may
only perform outside work involving the use of their police powers within the
Town of North. Pursuant to SC Code of Laws 23-24-10, officers may use
Department issued uniforms, weapons and other equipment in the performance
of approved off-duty police-related work. The secondary employer is
responsible for the employee's worker's compensation coverage. If the
secondary employer provides such coverage it is the employee's responsibility



to obtain a copy of the certificate and submit it with his/her work permit
request. In the seven hour period immediately prior to reporting for duty at the
Police Department, no officer may work for an outside employer. Guidelines
for off-duty arrests are contained in this manual in the Procedure for Off-Duty
Arrests. (Ref: CALEA 22.3.4, Item B)

Police personnel shall conform to all Federal, State and municipal laws and
regulations applicable to their secondary employment.

Members may not use their police position to gain personal advantage in
secondary employment or in any manner prejudicial to the interest of the Police
Department.

Disregard for or violation of any part of this policy will be considered a
violation of Department policy and procedure.

All requests for secondary outside employment will be governed by
Department policy, submitted on the prescribed form to the Chief of Police
and are subject to his/her approval. If any problems arise regarding the
employee's secondary employment, the Chief will review the situation and
will make the final decision relating to the continuance of the secondary
employment permit. The Chief of Police has the authority to revoke any
permit. (Ref: CALEA 22.3.4, Item C)

Employees will be prohibited from secondary employment in bars, lounges,
liquor stores, video poker parlors, towing services on the rotation list, by private
security/investigation companies, repossession companies and any other
employment that may present an image that appears to be a conflict of interest
or to discredit the Department or the employee or which may unnecessarily
expose the employee to risk that might prevent that employee from his/her
maximum effectiveness for the Town of North.

(Ref: CALEA 22.3.3 and 22.3.4, Item C)

The Chief of Police will serve as administrator within the Department to
oversee adherence to all policies, procedures and other matters deemed
appropriate regarding outside employment. (Ref: CALEA 22.3.4, Item D)
The work permit form shall contain the following information:

1. Rank and name of officer involved.

2. Date of application.

3. Name of outside employer.
4. Address and phone number of outside employer.
5. Duties to be performed by police personnel.

(Ref: CALEA 22.3.4, ltem E)



K. Members of the Department granted permission to engage in extra-duty work of
a police nature will be subject to the control and supervision of on-duty
supervisory officers. Approved extra-duty work will authorize the officer to use
credentials and equipment provided by the Department.

L. Any change in conditions described in the original application must be
immediately submitted on a new application for approval. Termination of
outside employment must immediately be submitted, in writing, to the Chief of
Police.

M. Members of the Police Department shall not report to or leave the place of
outside employment in uniform or distinguishable parts thereof, except when
the uniform is a legitimate part of the off-duty employment.

N. Members shall immediately report in writing to the Chief of Police, any
injuries, complaints or incidents arising from or connected with their outside
employment that might adversely affect or place liability on the Department or
its personnel. They must also report any court appearances as a result of off-
duty employment.

(Ref: CALEA 22.3.4, Item E)

Mark P. Fallaw Date
Chief of Police
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l. Purpose

To outline procedures for the participation of employees in the National Guard and
Military Reserves.

Policy

The National Guard and military reserves provide a primary supplement to our
nation's armed forces, increasing both the strength of the nation and the well-being of
our communities. In keeping with this essential function, the North Police
Department supports those Department members who participate as guardsmen or
reservists, and assists them in meeting both their departmental and military
obligations.

Re-employment rights of guardsmen and reservists are codified as Chapter 43 of Part
Il or Title 38 of the United States Code. The re-employment rights statute, as it is
known, has been amended to extend coverage to guardsmen and reservists who leave
a position (other than a temporary position) while in the employment of any employer
in order to perform training or service. In addition, it provides for full re-employment
rights and benefits to any person who is inducted into the armed forces under the
Military Selective Service Act.

Definitions

A. Guardsman - a person who is a member of the National Guard in any branch
of the United States Armed Forces.

B. Reservist - a person who is a member of the Reserve Forces in any branch of
the United States Armed Forces.



C. Active Duty - full-time duty in the active military service of the United States.
It includes full-time training duty, annual training duty, and attendance while
in the active military service, at a school designated as a service school by law
or by the secretary of the military department concerned.

D. Active Duty for Training - temporary active duty involving an actual training
situation. Currently, no limit exists on the amount of time an individual may
spend on active duty for training while working for a single employer.

E. Inactive Duty for Training - duty prescribed for reserves by the secretary
concerned under Section 206 of Title 37 of the United States Code (commonly
referred to as weekend drill) or any other provision of law; and special
additional duties authorized for reserves by an authority designated by the
secretary concerned and performed by them on a voluntary basis in
connection with the prescribed training or maintenance activities of the units
to which they are assigned.

IV.  Procedure
A. Military Duty Absences from Employment

1. Allotted Time - Department members participating in a guard/reserve
program are allowed 15 paid working days per calendar year for
military duty, which applies only to days that the member is regularly
scheduled to work for the Department. When performing military
duty, Department members have the choice of using the 15 days of
military time, accrued vacation time, compensatory time, leave of
absence without pay, or a combination thereof. Department members
ordered to active military duty by the appropriate authority during an
emergency shall be entitled to a paid leave not exceeding 30 additional
work days.

2. Leaves of Absence - Department members participating in a
guard/reserve program may elect to take a leave of absence without
pay in order to complete their military duty. During this period, the
member will not receive his salary but will continue to accrue
applicable benefits, i.e., seniority, status, position, anniversary date,
and participation in the State Retirement System.

3. Returning to Work - Department members will report for work at the
beginning of the next regularly scheduled working period after
expiration of the last calendar day necessary to travel from the place of
training to the place of employment following such employee's
release, or within a reasonable time thereafter if delayed return is due
to factors beyond the employee's control. Failure to report for work at
such next regularly scheduled working period will make the employee
subject to the conduct rules of the employer pertaining to explanations
and discipline with respect to absence from scheduled work
(Reference U.S. Code, Chapter 43, Title 38, Section 2024).



Forfeiture - Department members participating in a guard/reserve
program are not obligated to use the paid military time provided.
However, such time will be forfeited at the end of the calendar year in
which it is accrued.

Compensation - A Department member performing military duty may
not receive compensation for a day in which the member also worked
for the Town of North. For example, an officer who works a night shift
at the North Police Department may not receive an additional day's
pay for military duty performed on the same calendar day.
Additionally, the member will not be paid for his regularly scheduled
days off.

B. Notification and Scheduling Requirements

To facilitate the smooth interaction between departmental and guard/reserve
program staffing, those Department members who participate in such
programs will have the following responsibilities

1.

Department members will notify their immediate supervisor, in
writing, of planned military duty or changes in proposed plans. This
notification will be made as far in advance as possible. The Town of
North Personnel Policy requires at least two weeks notice to the Chief
of Police prior to the scheduled military leave.

Department members will attempt to plan and schedule military duty
with consideration of known Department manpower requirements.

Department members will report any conflicts between departmental
employment and military duty through the established chain of
command, and such conflicts will be detailed in writing by inter-office
memorandum.

The Department will not refuse a member time off to attend
guard/reserve functions. However, there may be occasions in which
the Department may request the member to attempt to reschedule the
military duty due to manpower constraints, special events,
emergencies, etc.

Department members will be required to fill out their time sheets
reflecting the appropriate time taken in accordance with departmental
time card procedures.

Mark P. Fallaw
Chief of Police

Date
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l. Purpose

The purpose of this policy is to provide guidelines to police officers regarding
acceptable criteria for effecting an off-duty arrest.

Policy

It is the policy of the North Police Department that its officers use discretion and
practical officer procedures if they elect to make a lawful off-duty arrest. Off-duty
officers are often faced with situations involving criminal conduct that they are
neither equipped nor prepared to handle in the same manner as if they were on-duty.
This may lead to unnecessary injuries to off-duty officers, and confusion for those
on-duty officers arriving at the scene trying to correctly assess the facts. In order to
promote safety and the most efficient operations, it is the policy of the North Police
Department to determine and regulate those situations and locations within which a
sworn member is permitted to make an arrest while off-duty.

Definition

Personally Involved: Where the off-duty officer, a family member, or a friend
becomes engaged in a dispute or incident with the person to be arrested or any other
person connected with the incident. This does not apply to situations where the police
officer is a victim of crime.

Procedure

A. Liability Protection: The police officers of this Police Department have
liability protection for the on and off-duty performance of official duties. This
protection does not extend to willful acts to cause injury or damage, or to
those actions that the police officer knew, or reasonably should have known,
were in conflict with the established policies or customs of this Department.



B. Permitted Off-duty Arrests

When off-duty and within the legal jurisdiction of this Police Department, a
police officer may make an arrest when:

1.

The arresting officer is not personally involved in the incident
underlying the arrest; and

There is an immediate need for the prevention of a crime or
apprehension of a suspect; and/or

In the performance of approved secondary employment of a police
nature (see Secondary Employment); or

The officer is making a citizen's arrest as provided in SC Code of Laws
17-13-10 and 17-13-20; and

In all cases, the arresting officer must be in possession of appropriate
police identification and approved firearm to make an arrest.

C. Off-duty Responsibilities

1.

While off-duty it is the responsibility of the police officer to
immediately report any suspected or observed criminal activities to
on-duty authorities.

Except as allowed by this policy, off-duty officers will not enforce
traffic offenses or minor misdemeanor violations such as public drunk,
open container, disorderly conduct or other quality-of-life offenses. On-
duty personnel shall be contacted to respond to the situation where an
off-duty officer becomes aware of such violations.

Where an arrest is necessary, the off-duty arresting officer shall abide
by all applicable laws and departmental policies and procedures.

D. Other Prohibited Off-duty Arrests

1.

When the arresting officer is personally involved in the incident
underlying the arrest; or

When engaged in off-duty employment of a non-police nature, and the
officer's actions are only in furtherance of the interests of the private
employer.

(Ref: CALEA 22.3.4, Item B)

Mark P. Fallaw
Chief of Police

Date
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l. Purpose

To establish guidelines for the conduct of officers while in the performance of their
duties.

To promote an open dialogue between the police and the public.

To address current concerns and potential problems that impact both the police and
community.

To increase community awareness about the role of police.
Policy

The North Police Department is committed to establishing close ties with the
community and in responding to the needs of the community. The responsibility for
achieving the Department's community relations objectives is shared by all members of
the Department. It is the policy of the North Police Department for officers to adhere
to their Oath of Office and Code of Ethics. This policy is not meant to alter or replace
any other provisions of this manual. It is the responsibility of all Department
personnel to promote a positive and courteous atmosphere when dealing with the
general public. This is specifically important in the discharge of duties for responding
to calls, investigating criminal activity or citizens. The general guidelines should be
based upon the principle of a Community Oriented Policing (C.O.P) concept with a
strong foundation upon prevention.

Procedure

A. Officers will provide the utmost respect to any person when providing
assistance. This will include but not be limited to:

1. Remaining calm in the face of danger.

2. Preventing emotions from hindering the officer’s actions.



3. Treating all persons in a fair and equitable manner.

4. Preventing officer’s attitude from persuading judgment.

The Chief of Police shall designate one member of the North Police
Department to coordinate the community relations functions of the
Department. The designated person’s responsibilities will include the planning
and coordination of all aspects of the community relations function. The
liaison will report to the Chief of Police on matters related to the community
relations function.

The community relations function includes the following activities:

1. Establishing liaison with formal community organizations and other
community groups;

2. Informing all personnel that they are responsible for achieving the
Department's community relations objectives;

3. Developing community relations policies for the Department;
4. Publicizing Department objectives, problems and successes;
5. Conveying information transmitted from citizens' organizations to the

appropriate members of the Department;

6. Recommending improvements to Department policies, procedures and
practices that have a bearing on police-community relations;

7. Identifying training needs through interviews with citizens, involvement
in internal investigations and conferences with other supervisors;

8. Assisting in establishing community groups where they are needed; and

9. Actively requiring the participation, enthusiasm and skills of all
Department personnel.
(Ref: CALEA 45.2.1)

At a minimum of every two years, beginning January 1, 2004, the North
Police Department shall prepare an annual survey of citizens’ attitudes and
opinions with respect to:

1. Overall agency performance.
2. Overall competence, attitude and behavior of officers toward citizens.
3. Concern for safety and security within the respondent's immediate

neighborhood and in the community as a whole.



4. Suggestions and recommendations for improving service to the
community.
(Ref: CALEA 45.2.3)

E. The survey will be conducted by means of random sampling of persons
(residents and non-residents) having contact with police officers in the line of
duty. The compilation of these surveys will comprise the Citizens’ Survey.
The Staff Assistant will be responsible for the selection and mailing of
surveys to citizens selected from Incident Reports, Traffic Accident Reports
and traffic citations.

F. The North Police Department is committed to correcting any actions, practices
or attitudes within the Department that may have an adverse impact on
community relations, community tensions and grievances. This shall be
accomplished through review of policies and procedures, staff training and
other personnel actions.

Mark P. Fallaw Date
Chief of Police
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l. Purpose

To establish guidelines for the conduct of officers while in the performance of their
duties, specifically in responding to requests from the media.

. Policy

It is the policy of the North Police Department to maintain effective communications
with the media. Officers will adhere to their Oath of Office, Code of Ethics and
related guidelines for providing information. This policy is not meant to alter or
replace any provisions for any sections of this manual specifically meant to regulate
contact with the media or release of certain information. It is the responsibility of all
Department personnel to promote a positive and courteous atmosphere when dealing
with the general public and the media. This is specifically important in the discharge
of duties and when providing general and sensitive information.

II. Procedure
A. General

Officers will provide the utmost respect to any media official or representative
when providing assistance. Officers are prohibited from providing any
information to the media except as outlined in the Public Information section
outlined in Chapter 2 of this manual. Officers should refer all inquiries for
information to the Chief who will either address those inquiries or consult
with the Police Commissioner, Mayor, Town Council or other Town officials.



Critical Incidents

Incidents of a critical nature may present officers with a dilemma of situating
the media on-scene. These persons should be staged in an area out of harms
way, but as close as practical and in compliance with the Public Information
section of this manual. The representatives should be provided with general
information of when a Police Department delegate can be expected to give
reports. The Chief of Police or his designee will provide officers with this
information. This information should be relayed in a positive and courteous
manner as to foster and promote a direct working relationship with the media.

(Ref: CALEA 45.2.1)

Mark P. Fallaw Date

Chief of Police
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l. Purpose

To establish guidelines for the community relations and crime awareness functions.
1. Policy

It is the policy of the North Police Department to promote a positive and mutually
beneficial relationship with the public. The Department will address current concerns
and potential problems that may impact both law enforcement and members of the
community. The responsibility of crime awareness is placed on the Chief of Police
and he will coordinate the crime awareness and community relations functions of the
Department. All Department personnel share the responsibility for community
relations. The overall coordination will be the responsibility of the Training
Coordinator.

I1l.  Procedure
A. Community Relations
1. The community relations function will provide the following:

a. Maintain a liaison with formal Town organizations, community
and other area organizations and/or other community groups;
(Ref: CALEA 45.2.1, Item A)

b. Inform all personnel that it is the responsibility of all
employees to promote positive community relations;
(Ref: CALEA 45.2.1, Item B)

C. Develop community relations policies for the Department;
(Ref: CALEA 45.2.1, Item C)

d. Publicize the objectives, problems and successes of the
Department; (Ref: CALEA 45.2.1, Item D)



1) Forward information received from Town organizations
to appropriate Department personnel;
(Ref: CALEA 45.2.1, Item E)

(2) Recommend improvements to policies, procedures, and
practices that pertain to police-community relations;
(Ref: CALEA 45.2.1, Item F)

3 Identify training needs through interviews with citizens
and organizations; involvement in internal committees,
etc.; and (Ref: CALEA 45.2.1, Item G)

4) Assist in the establishment of community service
organizations where they are needed.
(Ref: CALEA 45.2.1, Item H)

2. Quarterly Progress Report

a. The Investigator will prepare and submit to the Chief of Police
a quarterly report that will include the following:

1) Current concerns voiced by the community;
(Ref: CALEA 45.2.2, Item A)

(2) A description of potential problems that pertain to law
enforcement activities in the Town; and
(Ref: CALEA 45.2.2, Item B)

3) Recommendations concerning actions that address
those problems or concerns identified in the report.
(Ref: CALEA 45.2.2, Item C)

b. Once completed and reviewed by the Chief of Police, copies of
the report will be forwarded to the Police Commissioner. The
Chief of Police will address the contents of the report during
the next scheduled supervisors meeting. The supervisors will
then brief their subordinates and take any necessary action.

C. Concerns and problems, which have been addressed in the
report, will be discussed and actions may be taken, if so
decided by the Chief of Police, to correct or solve them.

(Ref: CALEA 45.2.2)

3. Citizens’ Survey (Ref: CALEA 45.2.3)

The Investigator or a person designated by the Chief of Police will
complete a survey at least once every two years. The survey will
address citizen attitudes and opinions of the Department with respect
to:



a. Overall agency performance; (Ref: CALEA 45.2.3, Item A)

b. Overall competence and attitude of officers, and behavior of
officers towards citizens; (Ref: CALEA 45.2.3, Items B and C)

C. Concerns about safety and security within the Town
Community; and (Ref: CALEA 45.2.2, Item D)

d. Suggested or recommended improvements in services
provided. (Ref: CALEA 45.2.2, Item E)

B. Crime Awareness

1.

The Investigator will distribute safety information and conduct crime
awareness presentations to community groups, students and/or other
members of the community.

The Investigator will also target programs to address community
perceptions or misperceptions of crime. In order to identify those areas,
the Investigator will contact leaders of the community to request
information regarding the perception of criminal activity.

(Ref: CALEA 45.1.1, Item B)

The Investigator will actively participate in the training of citizens or
employees in this capacity. The training will include personal safety,
property safety, drug and alcohol issues, and the public's relationship
with law enforcement. (Ref: CALEA 45.1.2)

To evaluate the effectiveness of crime awareness programs, the
Investigator will perform the following tasks:

a. Distribute to and collect program evaluation forms from
participants upon completion of a crime awareness program.

b. Analyze the responses indicated on evaluation forms and
complete a report of the results of that analysis.

C. Determine whether modifications should be made concerning
program instruction methods or content based on report findings.

d. Consider whether a program merits continuation or should be
discontinued based on report findings.
(Ref: CALEA 45.1.1, Item C)

Mark P. Fallaw Date
Chief of Police
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l. Purpose

To establish guidelines for the transportation of senior executives and VIPs including
but not limited to elected officials and any other VIPs, guests, visitors, dignitaries or
other individuals as may be required or designated.

Policy

It is the policy of the North Police Department to transport dignitaries and other
individuals as may be needed or required. These transports are to be inclusive of
requests by the Mayor, Police Commissioner, other senior executive staff or at the
direction of the Chief of Police or his designee. It is the responsibility of all
Department personnel to promote a positive and courteous atmosphere for any
transport. Officers will ensure the utmost care for safety and security while
conducting transports. (Ref: CALEA 45.2.1)

Procedure
A. Executive Transports

The Mayor or other authorized persons requesting transports by the Police
Department will notify the Department in writing in advance of the transport.
The Department shall be advised of information pertaining to the type transport,
person being transported, dates and times of transport, destination of transport
and any other pertinent information.

B. The Chief of Police, Captain or designated representative of the Department
will review requests and assign an officer to complete the transport. Special
Operations personnel will normally complete routine and special transports
unless otherwise assigned by the Chief or his designee.



C. Upon assignment of a special transport, the officer will:

1. Complete the Special Transport Request form;

2. Use a suitable Police Department vehicle;

3. Arrive at the transport location 15 minutes prior to the designated
time;

4, Be in possession of an operable cellular telephone;

5. Dress in appropriate attire. Unless prior provisions have been
determined, officers will complete transports in a Department-
authorized uniform;

D. Requests by the Mayor for special transportation of an elected official will

require additional procedures.

1. The officer will comply with any direct orders by the Mayor or his
designee.
2. The officer will wait in his/her vehicle until addressed by the official
or until provided with additional details concerning the transport.
E. In addition to the above procedures concerning special transport requests

made by the Mayor and documented on the Special Transport Request form,
the Captain or Lieutenant will;

1.

2.

Make written assignment of the detail.
Provide the assigned officer advance written notification.

Post the notification in the memo book and send the officer an email as
to ensure that all officers are aware of the transport.

Return confirmation of the transport to the Mayor or requesting
dignitary.

Mark P. Fallaw
Chief of Police

Date
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l. Purpose

To inform citizens of the Town of North of crime prevention methods to avoid, prevent
or minimize personal injury or loss of property resulting from criminal activity.

To reduce crime in the community through targeted programs and to increase the
opportunity to arrest offenders.

Policy

It is the policy of the North Police Department to be totally committed to the task of
reducing crime. This agency will develop and perpetuate community crime
prevention programs, develop and participate in educational programs with students
and citizens of North, and will participate in selected proactive crime prevention
programs to reduce the opportunity and the desire of potential offenders to commit a
crime, thus providing a safer and better quality of life for our citizens.

Procedure

A The Chief of Police will designate one member of the North Police Department
to coordinate the crime prevention functions of the Department. The designated
person’s responsibilities will include the planning and coordination of crime
prevention activities.

B. The officer appointed by the Chief of Police shall possess a general knowledge
of crime prevention theories and practices, and shall be assisted by other
officers as needed. The officer will report directly to the Chief of Police on
matters related to the crime prevention function.



C. The crime prevention officer shall assist and aid community groups or
individuals in the organizing and development of crime prevention programs or
activities in the residential and business areas of North. The officer shall serve
as a liaison to these groups and individuals. The primary groups involved in this
activity are the Neighborhood Crime Watches representing various
neighborhoods throughout the Town. (Ref: CALEA 45.1.2)

E. The crime prevention officer shall assist and aid in the development of crime
prevention programs for all concerned groups in the Town of North. Programs
shall be targeted to specific areas and shall be available upon request. Programs
may include neighborhood watches, security surveys, marking property, and
disseminating information to the concerned groups.

F. The crime prevention officer shall maintain liaison with community groups,
neighborhood groups, business groups, and other North civic groups having an
interest in community activities and evaluate their needs for crime prevention
services. The crime prevention officer shall also maintain liaison with
associations that may benefit the community from outside of the Town of
North.

G. The crime prevention officer shall keep all members of the Department advised
of crime prevention activities and will actively seek their assistance and
participation in the programs.

H. Upon request by the Town Administrator and/or the Mayor, the Chief of Police
will review proposed revisions of Town zoning policies, planning commission
guidelines, building codes and residential and commercial building permits. The
Chief of Police, with the advice and assistance of the crime prevention officer,
will make appropriate crime prevention recommendations to the Town
Administrator and/or Mayor.

(Ref: CALEA 45.1.3)

Mark P. Fallaw Date
Chief of Police
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CALEA Chapter 45
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l. Purpose

To establish guidelines for the crime awareness and community relations functions.
1. Policy

It is the policy of the North Police Department to promote a positive and mutually
beneficial relationship with the public. The Department will address current concerns
and potential problems that may impact both law enforcement and members of the
community. The responsibility of crime awareness is placed on the Chief of Police
and he will coordinate the crime awareness and community relation’s functions of the
Department. All Department personnel share the responsibility for community
relations. The overall coordination will be the responsibility of the Training
Coordinator.

I1l.  Procedure
A. Community Relations
1. The community relations function will provide the following:
a. Maintain a liaison with formal community organizations and
other community groups; (Ref: CALEA 45.2.1, Item A)
b. Inform all personnel that it is the responsibility of all

employees to promote positive community relations;
(Ref: CALEA 45.2.1, Item B)

C. Develop community relations policies for the Department;
(Ref: CALEA 45.2.1, Item C)

d. Publicize the objectives, problems and successes of the
Department; (Ref: CALEA 45.2.1, Item D)



e. Forward information received from community organizations
to appropriate Department personnel;
(Ref: CALEA 45.2.1, Item E)

f. Recommend improvements to policies, procedures, and
practices that pertain to police-community relations;
(Ref: CALEA 45.2.1, Item F)

g. Identification of training needs through interviews with
community members, organizations and/or involvement in
internal committees, etc.; and  (Ref: CALEA 45.2.1, Item G)

h. Assist in the establishment of community service organizations
where they are needed. (Ref: CALEA 45.2.1, Item H)

Quarterly Progress Report

a. The Investigator will prepare and submit to the Chief of Police
a quarterly report that will include the following:

1) Current concerns voiced by the community;
(Ref: CALEA 45.2.2, Item A)

2 A description of potential problems that pertain to law
enforcement activities in the community; and
(Ref: CALEA 45.2.2, Item B)

3) Recommendations concerning actions that address
those problems or concern identified in the report.
(Ref: CALEA 45.2.2, Item C)

b. Once completed and reviewed by the Chief of Police, copies of
the report will be forwarded to the Mayor. The Chief of Police
will address the contents of the report during the next
scheduled supervisors meeting. The supervisors will then brief
their subordinates and take any necessary action.

C. Concerns and problems that have been addressed in the report
will be discussed and actions may be taken, if so decided by
the Chief of Police, to correct or solve them.

(Ref: CALEA 45.2.2)

Citizen Survey (Ref: CALEA 45.2.3)

The Investigator or a person designated by the Chief of Police will
complete a survey at least once every two years. The survey will
address citizens’ attitudes and opinions of the Department with respect
to:



a. Overall agency performance;  (Ref: CALEA 45.2.3, Item A)

b. Overall competence and attitude of officers, and behavior of
officers towards citizens; (Ref: CALEA 45.2.3, Item B and C)

C. Concerns about safety and security within the Town; and
(Ref: CALEA 45.2.2, Item D)

d. Suggested or recommended improvements in services
provided. (Ref: CALEA 45.2.2, Item E)

B. Crime Awareness
1. The Investigator will distribute safety information and conduct crime

awareness presentations to community groups, students and other
members of the community.

2. The Investigator will also oversee programs to address and target
community perceptions or misperceptions of crime. In order to identify
those areas, the Investigator will contact leaders of community
organizations, schools, student groups and businesses to request
information regarding the perception of criminal activity.

(Ref: CALEA 45.1.1, Item B)

3. To evaluate the effectiveness of crime awareness programs, the
Investigator will perform the following tasks:

a. Distribute and collect program evaluation forms to participants
upon completion of a crime awareness program.

b. Analyze the responses indicated on evaluation forms and
complete a report of the results of that analysis.

C. Determine whether modifications should be made concerning
program instruction methods or content based on report findings.

d. Consider whether a program merits continuation or should be
discontinued based on report findings.
(Ref: CALEA 45.1.1, Item C)

Mark P. Fallaw Date
Chief of Police
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l. Purpose

The purpose of the analysis of crime trends in the community is to provide current
and useful information of criminal activity to all operational components within the
Department. Operational and administrative personnel use this information to allocate
personnel and to develop strategies for the reduction of crime.

Policy

It is the policy of the North Police Department to analyze incidents of crime. The
analysis should provide information on the methods of operation of individual
criminals, crime patterns, and data from field interviews and arrests. Information
should be used in both short and long term departmental planning efforts and should
estimate future crime trends and identify enforcement priorities.

Procedure

A. Responsibility and Authority

Crime analysis is a function of the Investigative Section of the North Police
Department, and falls under the direction of the Chief.

B. Analysis/Source Documents
1. Crime data should be gathered from all available sources, which may
include, but not be limited to: (Ref: CALEA 15.1.1, Item A)
a. Incident Reports;
b. Supplemental Reports;

C. Arrest and Booking Reports;

d. Field Interview cards;



e. Information reports;

f. Confidential information sources; and/or
g. Officer observations.

2. In addition, the Crime Analyst will be responsible for defining the
crime by victim or target preference, suspect and suspect vehicle
description, modus operandi, and any physical evidence.

3. The analysis will include all the following available information:

(Ref: CALEA 15.1.2)
a. Similarities of offenses that may show patterns in the
characteristics of current crime problems;
b. Frequency by type crime; (Ref: CALEA 15.1.2, Item A)
C. Geographic factors; (Ref: CALEA 15.1.2, Item B)
d. Temporal factors; (Ref: CALEA 15.1.2, Item C)
e. Victim and target descriptors;  (Ref: CALEA 15.1.2, Item D)
f. Suspect and vehicle descriptors;
(Ref: CALEA 15.1.2, ItemE & F)
g. Modus operandi; and (Ref: CALEA 15.1.2, Item G)
h. Any physical evidence information.
(Ref: CALEA 15.1.2, Item H)
A comparison of incident characteristics with similar data on file and
identification of patterns and trends will be included.

4. Included in the crime analysis report will be any actual or potential
police hazards that officers may encounter on the street.

(Ref: CALEA 15.1.1, Item C)
C. Information Distribution
1. The Crime Analyst will disseminate a report to administrative and

operational components at least monthly. The Crime Analyst will also
prepare a report for the Chief and the Mayor. He/she will brief the
Chief on current crime patterns and trends. This briefing should be
done at least monthly and more often if necessary.

(Ref: CALEA 15.1.1, Items E & G)



Crime analysis information will be distributed to at least the following:

b. The Uniform Patrol Shift Supervisors; and

The crime analysis information is for law enforcement purposes only
and should not be released to the media or public unless previously
authorized by the Chief or his designee, and in accordance with the
Public Information section of this manual.

The Chief will request feedback from the affected units on the value of
information provided by the crime analysis and any suggestions for
improvement. This feedback will be used to evaluate the effectiveness

(Ref: CALEA 15.1.1, Item F)

2.
a. The Chief;
C. The Investigations Section.
3.
4.
of the crime analysis program.
Mark P. Fallaw

Chief of Police

Date
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. Purpose

To provide employees of North Police Department with a summary of the rights of
victims and witnesses of North, South Carolina.

To provide social assistance, referral, emotional support or other help to persons who are
physically, financially, or emotionally harmed by crime.

To reduce the number of cases dismissed due to victim/witness related problems after
arrest but before conviction.

To provide professional handling by police to victims/witnesses consistent with their
important investigative and prosecutorial role.

To protect the rights of victims and witnesses and meet the obligations in victim/witness
assistance that are mandated by law.

Policy

It is the policy of the North Police Department to treat victims and witnesses of crime
with fairness, compassion, and dignity. This Department is further committed to the
development, implementation, and perpetuation of appropriate victim/witness
assistance programs and activities that will provide victims of and witnesses to crime
with all reasonable assistance to protect the victim/witness from future harm, to
nurture cooperation between the police and the victim/witness, and to enhance the
willingness on the part of the victim/witness to assist in the prosecution of criminal
offenders. Additionally, it is the policy of the North Police Department to inform all
of its officials concerning the rights of victim/witnesses as enacted by the South
Carolina General Assembly.



Il. Definitions

A

Victim

A person who suffers direct or threatened physical, financial, or emotional harm
as the direct result of a felony or misdemeanor committed upon his or her person
or property. Also regarded as victims are (1) a spouse, child, parent, or legal
guardian of a minor victim and (2) a spouse, child, sibling, parent, or legal
guardian of a homicide victim. (The definition excludes any person involved in
a crime as a perpetrator or accomplice.)

Victim Advocate

A person authorized by the agency to assist victims in specified ways. Such
advocates may be agency members (sworn or non-sworn) or volunteers (unpaid
citizens).

Witness

A person who--as determined by the law enforcement agency--has information
or evidence relevant to the investigation of a specified crime and may be called
to testify in court. When the witness is a minor, the term "witness™ includes an
appropriate family member. "Witness" includes neither defense witnesses nor
anyone involved in the crime as a perpetrator or accomplice. (All victims are
witnesses.) (Ref: CALEAS5.1.1)

IV.  Procedures

A

Rights of Victims/Witnesses

Victims and Witnesses of the state of South Carolina have the following rights
as legislated by law (Title 16, Article 15):

1. Victims and witnesses have a right to be treated with dignity and
compassion.

2. Victims and witness have a right to protection from intimidation and
harm.

3. Victims and witnesses have a right to be informed concerning the

criminal justice process.

4. Victims and witnesses have a right to reparations.

5. Victims and witnesses have a right to preservation of property and
employment.

6. Victims and witnesses have a right to be informed of and present at

criminal court proceedings.



7. Victims and witnesses who are very young, elderly, who are
handicapped or who have special needs, have a right to special
recognition and attention by all criminal justice, medical, and social
service agencies.

8. Victims and witnesses have the right to submit a Victim’s Impact
Statement to the Court.

(Ref: CALEA55.1.1)

B. Law Enforcement Assistance to Victims/Witnesses
1. The officer who initiates the first contact with the victim/witness will:

a. Provide emergency first aid as required and summon emergency
medical assistance as needed.

b. Provide crisis intervention, to include defusing any potentially
dangerous situations, interviewing the victim/witness and
identifying his or her most serious needs, developing a plan of
action to meet those needs, and providing on-scene comfort to
the victim/witness.

C. Provide a copy of the Victim’s Rights, Responsibilities and

Information form to the victim/witness and inform the
victim/witness of the Victim’s Advocate.

2. As designated by the Chief of Police, the Victim's Advocate and/or
Victim's Advocate Volunteer will provide:

a.

Referrals for crisis counseling, including meeting the most urgent
emotional or physical needs of victims/witnesses as they arise.

Conflict mediation, including assistance in resolving family
disputes and neighborhood/acquaintance or friend disputes
without having to activate the criminal justice system as those
disputes relate to pending actions in the criminal justice system.

Shelter and other emergency aid, including locating temporary
housing for victims/witnesses who cannot safely remain in their
current residence, and identifying agencies that may provide food
and/or emergency financial assistance.

Referrals, including information about victim compensation
programs (Governor’s Office of Victim Assistance) medical
assistance, counseling, and other sources of victim assistance
available.



e. Follow-up counseling and referrals as needed.

f. Personal victim advocacy, including acting on behalf of
victims/witnesses to secure their rights via other social service
agencies and the criminal justice system.

(Ref: CALEA55.1.3, Item A)

Confidentiality of Records and Files

The confidentiality of the identity of victims and witnesses and their roles in case
development will be maintained. All victim/witness assistance records and
information are confidential and will not be released without the approval of the
Chief of Police. (Ref: CALEA 55.1.3, Item B)

Public Information Regarding Victims/Witnesses Programs

1. The North Police Department is committed to informing the media and
public about its victim/witness assistance programs.

2. Officers will inform the public through the distribution of
Victim/Witness Rights, Responsibilities and Information forms.

3. The Chief of Police will release information to the news media to inform
the community of the Department's Victim/Witness Assistance Program.
(Ref: CALEA55.1.3, Item C)

Relationship With Other Victim/Witness Assistance Agencies

The North Police Department will maintain accurate and up-to-date information
regarding services offered by other agencies within the service area through:

1. The development and maintenance of a "Victim/Witness Assistance
Resource Manual™ describing the services offered by other agencies.

2. The cultivation of relationships between other victim advocates and
agencies and the Chief of Police and Victim's Advocate Volunteer.

a. The Victim's Advocate and/or Victim's Advocate VVolunteer upon
assuming his/her position will meet with a representative of the
primary assistance providers to learn what services the agency
provides and how the North Police Department and the agency
can coordinate their activities.

b. These relations will be further enhanced by on-going
correspondence between the Victim’ Advocate and other
agencies.



C. Whenever possible, the Victim's Advocate Volunteer will attend
seminars and training sessions offered to victim advocates in the

area.
(Ref: CALEA55.1.3, Item D)
F. Protection of a Victim/Witness from Intimidation

1. North Police Officers will be aware of the potential for intimidation or
further victimization of victims or witnesses. Officers will attempt to
ascertain the degree of seriousness of the threat or perceived threat. The
officer will attempt to reassure frightened victims or witnesses and will
advise them to call 9-1-1 to report any threats or other criminal acts.

2. Exceptional protective measures may be implemented by the North
Police Department to protect victims/witnesses for whom there is a real
and substantial danger of physical harm or emotional distress. The
specific level of physical or emotional harm required to necessitate these
measures will be determined by the investigating officer and the Chief of
Police. The officer will notify the Chief of Police when exceptional
means will be required to protect a victim or witness. Such exceptional
protective measures may include:

a. Persuading a victim to take up temporary residence at a relative's
home or at a hotel until court injunction and/or arrest can be
made.

b. Use of on-duty police officers at a fixed post outside the
residence of the victim/witness (note: this solution should only be
used when other alternatives are not feasible).

C. Protective custody of a material witness to a homicide or other
serious felony, when there is a likelihood that there will be
violence against the victim/witness (note: this solution cannot be
used without specific permission from the Chief of Police and the
appropriate Solicitor's office).

d. Providing a police escort and/or ensuring that victim/witness has
safe transportation to court and other phases of the criminal
justice process when there is the potential for the victim to come
into contact with the perpetrator of the intimidation.

e. Providing a portable police radio to a victim or witness with
instructions on how to use it to call for further assistance.

3. Whenever a North Police Officer is made aware of potential physical or

serious emotional danger to a victim/witness who resides in another
jurisdiction, the officer will:



a. Contact the supervisor of the appropriate law enforcement
agency; advise of the circumstances of the incident; the nature of
the threat; and request that reasonable precautions and/or
protective measures be implemented by that agency.

b. Request that the investigating officer of the case be advised of
any additional information received by other agencies concerning
the victim/witness.

C. Document the name of the persons who were advised from the
agency with jurisdiction, and document all pertinent information
in an Incident Report.

(Ref: CALEA 55.2.2)

Services Rendered To Victim/Witness During The Preliminary Investigation

During the preliminary investigation, the officer will render the following
victim/witness assistance services:

1.

Provide the victim/witness with a North Police Department
Victim/Witness Rights, Responsibilities and Information form, which
contains information about applicable services, including counseling,
medical attention, compensation programs, emergency financial
assistance, and victim advocacy. (Ref: CALEA 55.2.3, Item A)

Advise the victim/witness about measures he or she should take in the
event that the suspect or any of the suspect's associates threatens or
otherwise intimidates him or her. This information is contained on the
"Victim Services" card. (Ref: CALEA 55.2.3, Item B)

Inform the victim/witness of the case number (if known by the officer)
and subsequent steps in the processing of the case.
(Ref: CALEA 55.2.3, Item C)

Provide the telephone numbers and names of the investigating officer
and the North Police Department Victim's Advocate and/or Victim's
Advocate Volunteer. Inform the victim/witness to notify the
investigating officer should he or she have additional information to
report about the case, or to receive information about the status of the
case.

Fill out the Victim Impact Notification form so the victim/witness can be
notified of any subsequent hearings and any change in the custody status
of any person arrested for the offence. ~ (Ref: CALEA 55.2.3, Item D)



H.

Services Rendered To Victim/Witness During Follow-Up Investigation

1.

During the course of an on-going investigation before arrest for a crime
against a person or a property crime where the loss or damage exceeds
$1,000.00, the Victim's Advocate and/or Victim's Advocate Volunteer
will provide the following victim/witness assistance services:

a.

A victim/witness will be re-contacted within ten days of the
initiation of an investigation when, in the opinion of the
investigating officer or the Chief of Police, the impact of the
crime has been severe upon a victim/witness. The purpose of this
contact is to ensure that the victim/witness's needs are being met
and to determine if additional assistance by North Police
Department is merited. The Victim's Advocate and/or Victim's
Advocate Volunteer may use the "Victim Assistance Resource"
manual for further guidance. (Ref: CALEA55.2.4, Item A)

The Victim's Advocate and/or Victim's Advocate Volunteer or
investigating officer will explain to the victim/witness the
procedures involved in the prosecution of his or her case and his
or her role in the process if this will not endanger the successful
prosecution of the case. (Ref: CALEA 55.2.4, Item B)

The investigating officer will provide the following victim/witness
assistance services:

Scheduling line-ups, interviews, and other required appearances
should be at the convenience of the victim/witness whenever
feasible. Factors that should be considered in this scheduling
include the physical, financial and emotional wellbeing of the
victim/witness. If necessary, the officer will arrange or provide
transportation to and from the Police Department for the
victim/witness. (Ref: CALEA 55.2.4, Item C)

Whenever possible, victim/witness’s property taken as evidence
by the Department will be promptly returned within fourteen
days of its completed use (the only exceptions to this are
contraband, disputed property, and weapons used in the course of
the crime). Photographs will be taken of the property prior to
release and made a part of the case file. Any questions regarding
release of property will be forwarded to the Chief of Police

(Ref: CALEA 55.2.4, Item D)

The Records Department or the officer will notify the Victim's
Advocate and/or Victim's Advocate Volunteer in cases involving
victims/witnesses of crimes against persons and property crimes
where the loss or damage exceeds $1,000.00. All victims of these
crimes in North will be assigned a Victim's Advocate. The
Victim’s Advocate will offer support and encouragement, as well
as serve as a contact between the victim/witness and other



agencies. The Victim’s Advocate will determine the extent of
assistance needed by the victim and will develop a plan for
ensuring that the victim receives that assistance. The Victim's
Advocate and/or Victim's Advocate Volunteer will also have
access to the "Victim Assistance Resource™ manual to assist him
or her in providing services to the victim/witness.

(Ref: CALEA55.2.4, Item E)

Services Rendered Upon Arrest and During Post-Arrest Processing of Suspect

1.

Whenever a perpetrator of a crime is arrested, the victim/witness will be
notified of the arrest, the criminal charges, the date of arraignment (if
known), the immediate custody status (citation or incarceration) and bail
bond information (if known) in the timeliest manner possible by the
investigating or arresting officer.

The appropriate county Detention Center, by law, must notify the
victim/witness of any changes in the custody status of the perpetrator.
(Ref: CALEA 55.2.5)

Victim/Witness Services to Department Personnel

In the event that a North police officer is killed or seriously injured as the result
of a line-of-duty incident, Department personnel will provide the most
appropriate and extensive assistance necessary. The Chief of Police will direct
this assistance. Such assistance will include, but is not limited to, the following:

1.

Timely and compassionate notification of the spouse or other next of kin
by the Chief of Police and Police Chaplain.

The Police Chaplain, Chief of Police and Patrol supervisor will assist the
family of the deceased or injured officer(s) at the hospital.

The Police Chaplain, Chief of Police and all police employees will
support the family at the funeral and burial of slain officer.

The Victim's Advocate and/or Victim's Advocate Volunteer will provide
assistance in legal and benefits matters to include specific benefits for an
officer who is killed in the line of duty.

The Victim's Advocate and/or Victim's Advocate Volunteer will offer
counseling and other assistance regarding finances and other potential
crises.

The Victim's Advocate and/or Victim's Advocate Volunteer and the
Chief of Police will support the family during any criminal proceedings,
if any.



7. The Victim's Advocate and/or Victim's Advocate Volunteer and the
Chief of Police will maintain long-term contact with the family and
actively seek to stay informed of their continuing needs.
(Ref: CALEA 55.2.6)
K. Notification of Next-of-Kin of Seriously Injured or Deceased Persons (see also

Emergency Notifications Policy)

1.

Whenever a notification of citizens must be made in any instance of
death, serious injury or illness, or any other circumstance likely to
produce shock in the citizen when the notification is received, the
notification shall be made in person (and not by telephone) by the
supervisor. The supervisor shall make a reasonable effort to check the
validity of the information the request for notification is based on before
making the notification. If the request is coming from out of town, the
caller should be told to contact their local law enforcement agency to
send a teletype message making the request.

If the person to be notified is not located in the Town of North, the police
agency in which the person to be notified is located shall be contacted
and that agency shall be requested to make the notification in person and
to respond to the North Police Department supervisor that the
notification has been made.

In notifications of this nature, the notification shall be made on a priority
basis.

Only supervisors shall make notifications of the next of kin of deceased,
seriously injured or seriously ill persons. Police officers making
notifications will be compassionate when making these notifications.
The supervisor will request the police chaplain to accompany him/her to
make the notification. Additionally, a good procedure is to have a family
member, a friend, or neighbor present to console the person after the
notification has been made. Officers may stay with a person notified of a
death or other tragedy until an acquaintance is present, if circumstances
so dictate.

(Ref: CALEA55.2.7)

L. Prohibited Actions When Dealing With A Victim/Witness

In any contact with a victim/witness, officers of North Police Department will
not cause unnecessary distress to that individual. In dealing with
victims/witnesses, officers will demonstrate concern for the person, and will
avoid the following circumstances:

1.

2.

Insensitive and unnecessary questioning.

Attitudes that suggest that the victim contributed to the victimization.



3. Overt failure to inform the victim/witness of status of the case, court
dates, and the outcome of the case.

4. Ignoring the legitimate fear of the victim for further harm.
5. Contributing to the delay or dismissal of a case.
Mark P. Fallaw Date

Chief of Police
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l. Purpose

To establish guidelines for the operation of the Police Reserve Unit.
Policy

Operation of the Police Reserve Unit will be in accordance with applicable State law
and regulations promulgated by the Law Enforcement Training Council.

Procedure
A. Police Reserve Unit
1. The North Police Reserve Unit was established as a volunteer service

organization (non-salaried) to aid and supplement the North Police
Department as directed by the Chief of Police. The Police Reserve Unit
is used primarily to provide routine patrol duties and emergency patrol
support, but it may also supplement other units within the Department
where need exists and where maximum utilization of special skills
possessed by the reserve officer will benefit the Department.

(Ref: CALEA 16.4.1 and 16.4.5)

2. The North Police Reserve Unit is organized under the authority of the
Chief of Police. The term of office for each reserve officer is the same
as that of the Chief of Police. All reserve officers serve at the pleasure of
the Chief. The unit is organized under SC Code of Laws 23-28-10
through 23-28-120, which grants the reserve officers law enforcement
powers equivalent to full time officers while on duty. The Police
Reserve Unit will normally function as part of the Patrol Division. The
Chief may appoint a designee to supervise and serve as Reserve
Coordinator. (Ref: CALEA 16.4.1)



There is no rank within the Police Reserve Unit. All members are in the
grade of Reserve Police Officers and carry the rank of Reserve Police
Officer (RPO). The officers are under the supervision of the Reserve
Coordinator and the respective shift supervisor for the shift assigned
during their duty.

By state law, the number of reserve officers may not exceed the
number of regular officers. The number of regular police officers may
not be reduced because of the use of reserve officers.

(Ref: CALEA 16.4.1)

B. Selection and Training

1.

Reserve police applicants must make application and comply with all
the same requirements of the selection process as required of full time
officers. These requirements include being at least 21 years old, high
school/GED graduate, a satisfactory background investigation, medical
exam, psychological exam, interview board, drug screening, and any
other components required by the Department.  (Ref: CALEA 16.4.2)

The maximum service age for reserve officers will be the same as that
of regular officers. (Ref: CALEA 16.4.3)

All reserve officer trainees must successfully complete all basic reserve
training courses prior to being sworn in by the Chief of Police and
commissioned as reserve officers. The required training consists of the
training mandated by SC Code of Laws 23-28-30. Additionally, it
includes ASP Baton certifications, Oleoresin Capsicum training,
criminal law, traffic law, drivers training, first aid, officer safety, patrol
techniques and any other training later mandated by law or department
policy. (Ref: CALEA 16.4.4)

Reserve officers must successfully complete 20 hours of in-service
training annually. Officers must complete in-service training each
month, which counts toward the 20-hour requirement. Reserve officers
must meet the same firearm qualification requirements as regular
officers. All training will be coordinated by the Department training
officer. The Training Officer is responsible for sending verification of
the in-service training to the South Carolina Criminal Justice Academy.
(Ref: CALEA 16.4.8 and 16.4.9)



Equipment

The Department will provide each reserve officer with all the necessary
equipment, uniforms, and weapons for the performance of his/her duties. Except
for the quantity issued, each reserve officer will receive uniforms and equipment
equal to that of regular officers. Reserve officers will wear the same uniform as
regular officers. The issued items will be recorded on an inventory sheet in each
reservist's file. Reserve officers will be responsible for the proper maintenance
and care of the items issued to them. Any issued items that become damaged or
lost will be reported to the Reserve Coordinator. (Ref: CALEA 16.4.7)

General Guidelines

1.

10.

Each reserve officer will be responsible for knowledge of and
compliance with all rules, regulations, orders, policies and procedures
of the North Police Department.

As required by SC Code of Laws 23-28-100, reserve officers must
work in uniform at all times.

As required by SC Code of Laws 23-28-70, reserve officers must work
a minimum of 20 hours per month or 60 hours per quarter. For
reporting purposes, the quarters will be based on the calendar year.

Reserve officers are bonded with the same coverage provided to
regular officers. (Ref: CALEA 16.4.10)

Reserve officers are provided with public liability protection equal to
that of regular officers. (Ref: CALEA 16.4.11)

Reserve officers, in accordance with SC Code of Laws 16-23-20, are
permitted to carry firearms.

When reporting for duty, reserve officers must report to the shift
supervisor for approval to work and for duty assignment. All
scheduled activity is subject to review by the Reserve Coordinator.

Reserve officers will often be assigned to work with a regular officer.

A reserve officer may be assigned to solo duty at the discretion of a
patrol supervisor, provided the reserve has completed the Field
Training Program. In such assignments he/she must always be in radio
contact with a regular officer.

If the reserve officer is assigned to work with another officer and the
regular officer leaves the patrol unit, be it for a traffic stop, family
dispute, pedestrian contact, etc., the reserve officer shall also leave the
patrol unit and take a position as the cover officer unless otherwise
instructed.



11.

12.

13.

14.

15.

16.

A reserve officer shall not interrupt a regular officer while he/she is
making contact with the public or conducting an investigation. If the
reserve officer thinks that something has been missed, he/she may
bring it to the attention of the regular officer but shall do so only when
the opportunity presents itself.

No reserve officer shall disclose anything that is observed or discussed
in his/her presence to anyone outside the Department unless authorized
by the Chief of Police.

At any crime scene the reserve officer is there only to protect the scene
from any outside interference or to aid the regular officer in whatever
task he/she is directed to perform. If the reservist is requested to assist
in a search and observes something of possible importance, the regular
officer will be contacted and the item will be handled by the regular
officer.

When conducting an investigation, the reserve officer's primary
responsibility is to assist the regular officer in the collection of
information, names of witnesses, suspects, etc. The responsibility for
collating this information into report form is the responsibility of the
regular officer.

Each reserve officer will complete a Daily Activity Report upon
completion of his/her assignment and forward the report to the Reserve
Coordinator.

The Reserve Coordinator will compile monthly and annual summary
activity reports for each reserve officer and submit the report to the
Chief of Police.

(Ref: CALEA 16.4.1)

Mark P. Fallaw

Chief of Police
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To establish guidelines for the use of bicycles by police officers.

1. Policy

A The North Police Department provides bicycles for the use of its officers
assigned to the Bicycle Patrol Unit. Those bicycles are marked and equipped

as police bicycles.

B. The objectives of the use of the bicycles are:

1. Security checks of residential property, patrol recreational facilities,
enforce Town parking ordinances and promote positive community
relations.

2. Patrol and traffic duties and on special assignments as directed by the

Chief of Police.

1. Procedure

A. Instructions, Conditions and Limitations on Use

Officers should use good judgment when going on bicycle patrol, keeping in
mind that motorists do not easily see the bicycles and that darkness and/or

inclement weather will further adversely affect visibility.

B. Authorization for Use

Police officers may use the bicycles for patrol and/or for special events as

approved by a supervisor.



Qualifications and Training

1. Only officers with knowledge of bicycle rules of the road and who have
satisfactorily completed the bicycle orientation and classes concerning a)
duties of the bicycle patrol; b) relations with citizens; and c) parking
ordinances and summons shall be allowed to ride the bicycles on patrol.

(Ref: CALEA 16.4.2)

2. Officers who wish to be involved in the bicycle patrol will have
successfully completed a training course approved by the bicycle patrol
coordinator, or will be able to demonstrate the necessary skills to the
bicycle coordinator. (Ref: CALEA 44.1.4, Item D)

Maintenance of the Bicycles

The bicycle patrol coordinator will be responsible for inspecting the condition

and maintaining the bicycles. The operator will be responsible for inspecting the

bicycle prior to use and for reporting any deficiencies that cannot be corrected

on the spot. (Ref: CALEA 44.1.4, Item E)

Equipment

The following equipment will be kept on the bicycle or worn by the rider.

1. First Aid Kit

2. Headlight and rear reflector
3. Bicycle helmet to be worn at all times
4. Reflective traffic vest at nighttime or other reflective material.

(Ref: CALEA 44.1.4, Iltem F)
Authorized Positions to Operate the Bicycles

Qualified officers as approved by the shift supervisor.
(Ref: CALEA 44.1.4, Item G)

Bicycle Patrol Officer Uniform

The uniform for officers using bicycles will be one of the following as
directed by the Chief of Police.

1. Class A or B uniform, bicycle helmet and plain black athletic shoes;

2. Uniform shorts (no shorter than two inches above the knee) may be
substituted;



3. Spandex shorts may be worn under the uniform but cannot be visible;
and
4. Black nylon web gear shall be utilized.
(Ref: CALEA 44.3.5)
H. Transportation of Bicycles

Bicycles may be transported on portable bike racks on the rear of the patrol
car or in the cargo area of a vehicle if the cargo area is large enough to contain
the bicycle. Officers may park the patrol vehicle in an easily accessible
location and then use the bicycle to continue patrol.

l. Checking Residential Property/Patrol of Parks and Recreational Areas

1. Officers will check the patrol pass on book in the patrol office at the
beginning of their tour of duty to obtain a current list of residential
property checks.

2. Officers will report to the shift supervisor for any additional pass on
information and sign on the radio with Orangeburg County Dispatch
prior to going on patrol.

3. When checking property, if the officer notes criminal activity, the
officer should notify a patrol officer with vehicle access immediately
and move to a safe location to observe the business, residence, etc.

4. Officers should log all property checks in the pass on book and sign
off of the radio with Orangeburg County Dispatch at the end of their
tour of duty.

5. Officers shall also regularly patrol recreational facilities, ball fields
and parks when they are in use.

6. Officers may be assigned to direct traffic at accident scenes, funeral
escorts, parades or other special events.

J. Enforcing Parking Regulations
Officers will enforce parking regulation violations while assigned to the
bicycle patrol. (Ref: CALEA 16.4.1, Item B)
Mark P. Fallaw Date

Chief of Police
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l. Purpose

Pressures facing law enforcement personnel are more complex now than at any other
time in the history of policing. The need for personnel to have a qualified and
understanding person to discuss problems and concerns with on an objective level can
be accomplished through the Police Chaplain Program. The Chaplain will also be
available to assist officers in the performance of their duties such as death
notifications, natural or man-made disasters, assisting victims, etc.

Policy

It is the policy of the North Police Department to assist its officers in dealing with the
complex concerns in which they often have to deal. The Police Chaplain is thereby
established to assist police personnel, their families and the citizens of North.

Procedure

The Department shall establish and maintain a Chaplain program to consist of at least
one Chaplain.

A. Qualifications - The Chaplain

1. The Chaplain position is voluntary, non-compensated and must be
occupied by qualified non-sworn persons who do not assist in the day-
to-day delivery of law enforcement services.

(Ref: CALEA 16.4.1, Item A)

a. The Chaplain shall be ecclesiastical certified (ordained), in good
standing and endorsed by a recognized religious body, and
possess a minimum of five years in the military.



The Chaplain shall have at least a Bachelor’s Degree in related
fields of study, with strong emphasis in counseling.
(Ref: CALEA 16.4.2)

The Chaplain shall display a caring and concerned attitude to all
members of the agency regardless of religious background.

The Chaplain shall be available to serve on a 24-hour on-call
basis.

Confidentiality - Member/Chaplain Counseling

a.

The Chaplain is expected to maintain a high level of
confidentiality regarding matters discussed with him/her.

The exceptions are only when the member is involved in
situations of danger either to himself/herself or others. The
Chaplain shall use sound judgment in reporting such situations.
The Chaplain shall advise the employee if the matter is to be
brought to the attention of the Chief of Police. This must be
carefully handled and the Chaplain must never become a
pipeline of communication to the Chief of Police.

Credentials

a.

The Chaplain is first and foremost a person of God, duly ordained
and appointed as an approved and experienced religious
representative.

The Chaplain is a support person to the Chief of Police and
reports to the Chief. The Chaplain is authorized to visit
personnel and have access to all buildings and scenes where the
presence of North Police officers indicates appropriate
involvement.

Law Enforcement Knowledge

a.

The Chaplain is not required to be a certified law enforcement
officer. However, the Chaplain should become familiar with the
police environment in order to develop an understanding of the
pressures of the profession.

The Chaplain should attend seminars and other training as
available.

The Chaplain is encouraged to become certified by the
International Conference of Police Chaplains.



The Chaplain shall assist all law enforcement personnel and
their families in matters within the Chaplain’s realm. The
Chaplain shall not in any way, interfere with a member in the
performance of duty nor assume the duties of a sworn and
certified member.

5. Request for Chaplain Assistance
a. Any employee of the Police Department may request the
assistance of a Chaplain for personal or professional reasons.
b. The Chaplain may be reached by telephone or digital beeper.
C. If there is more than one Chaplain, an on-call schedule will be
developed.
6. Equipment/Supply Issue - Travel Reimbursement
a. The Chaplain shall be reimbursed for travel expenses in
accordance with departmental and Town of North travel
guidelines.
b. The Chaplain will also be issued appropriate identification to
facilitate movement and access to include a digital beeper
(when on call) a winter jacket and windbreaker, clearly
designating him/her as a Chaplain. If the Chaplain is issued a
uniform, it will clearly distinguish them from sworn officers.
(Ref: CALEA 16.4.3)
B. General Duties
1. The Chaplain will be available for the following:

a.

b

To counsel members;

To counsel families of members;

Visit sick and injured members at home and in hospital;
Make death notifications;

Provide assistance to victims;

Serve as part of a crisis response team;

Assist at critical incident scenes;

Serve as liaison with other clergy in the community;

Furnish answers for religious questions;



Serve in ceremonial functions (i.e., funeral, religious and civil
ceremonies, academy graduations, awards ceremonies, and
other services as requested by the Chief);

Serve on review boards as deemed appropriate by the Chief of

Serve as a consultant to the members in family crisis and stress

Serve as an advisor to the Chief of Police in all matters
pertaining to moral, spiritual and religious welfare of the

Coordinate and plan any religious service or educational

Give presentations to departmental personnel;
Attend Department meetings when possible; and,

Other duties as assigned by the Chief of Police.
(Ref: CALEA 16.4.1, Item B)

The supervisor will notify the Chaplain immediately for the following:

When an officer is personally involved in a deadly force

In the event of a potentially serious community crisis;

When serious injury or death of a member of the agency

During death or serious injury notification to be made to a

During other emergencies as deemed within the realm of the
Chaplain or as requested by a member of the agency.

J.
K.
Police;
l.
situations;
m.
agency.
n.
programs for the agency;
0.
p.
q.
2. The Chaplain Resource
a.
incident;
b.
C.
occurs;
d. During a man-made or natural disaster;
e.
member of the public; and
f.
Mark P. Fallaw

Chief of Police
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l. Purpose

The primary and most important function of the North Police Department is to provide
a safe and secure environment in which citizens can live without fear of crime. This is
accomplished through visible patrols conducted by uniformed officers. It is the purpose
of this policy to define the basic patrol function and establish guidelines for officers
assigned to patrol duty.

To define basic patrol functions and patrol responsibility.

To establish priorities for officers assigned to patrol duty.

Policy

Patrol is the single most important operation of the North Police Department. All other
aspects of police work will be subordinate to and supplemental to the Patrol Division. It
is the policy of the North Police Department to support the uniformed patrol in any way
possible. The uniformed patrol exists to provide efficient and effective police operation,
to create a deterrent, effective on potential offenders, to detect and apprehend offenders,
and to install a sense of safety in the community.

Patrol Functions

A. The primary functions of the Patrol Division shall be:
1. Preventive patrol.
2. Response to requests for services from members of the public and
serving as a resource person for those services not provided by the
police.

3. Reporting hazardous conditions.



10.

Investigation of crimes, offenses, incidents and conditions, including
violations of Town business ordinances, arresting offenders, service of
warrants and Town summons.

Traffic direction, traffic enforcement and parking enforcement.

Regulation of ABC licensed premises and other businesses as required
by law.

Maintenance of public order.

Provision of emergency services.

Development of relationships between citizens, the business
community, the schools and the North Police Department with officers

working as community problem solvers.

Follow up investigations of assigned cases.

Patrol Administrative Procedures

1.

One patrol officer will be scheduled for duty each shift unless
otherwise approved, changed or amended by the Chief. There shall be
at least one patrol unit on duty within the Town of North corporate
limits at all times possible. If unusual circumstances require all
on-duty cars to temporarily leave the corporate limits for more than
thirty minutes and no other North Police officers are on duty, the
on-duty patrol supervisor shall notify the Orangeburg County Sheriff's
Office of the circumstances and request mutual aid patrol and response
from a mutual aid agency. The supervisor shall also notify the Chief’s
designee and if the unusual circumstances necessitate, off-duty officers
will be called in to assume patrol duties.

An officer will be designated by the supervisor of the oncoming shift to
report to work fifteen minutes prior to the normal reporting time and
shall be relieved of duty one-half hour before the normal end of duty
time to provide continuous patrol coverage during the shift changes.
This officer will immediately go on patrol and will stay on the street
until shift change is completed. The shift supervisor shall report to duty
at the normal time. (Ref: CALEA 41.1.1)

Due to the size of the Town of North, the Department has not
established patrol beats. All officers are expected to become acquainted
and familiar with the persons, businesses, schools and organizations
throughout the Town. All officers are expected to accept responsibility
for providing law enforcement services throughout Town.

(Ref: CALEA 41.1.2, Items C and D)



North Police officers shall use their assigned identification numbers
during radio transmissions. The numbers shall range from North 1 to
North 10 as assigned by the Chief of Police. When two officers are
assigned together the lowest identification number shall be used.

(Ref: CALEA 81.2.5, Item C)

All officers will use the Uniform Ten Codes, Police Signals and
phonetic alphabet adopted by the Orangeburg County Communications
Center.

Patrol Responsibilities

1.

Police officers shall attempt to maintain good order of the patrol area,
post or detail to which they are assigned.

Notwithstanding the assignment of specific duties and responsibilities,
police officers shall perform all other such duties as may be required of
them by competent and legal authority.

Police officers assigned to patrol duties shall patrol their assigned area
constantly while on duty and not otherwise assigned.

On duty patrol officers are not to be in the Police Department building
except as necessary for the performance of assigned calls for service,
follow up investigation phone calls, briefings, meetings, training, court
or as otherwise approved by a supervisor.

Patrol officers who receive or initiate a detail which indicates that a
back-up may be necessary shall request, by radio, that a second unit be
dispatched. When all other North units are unavailable, the officer
shall request back-up from the Orangeburg County Sheriff's Office or
under the mutual aid agreements from nearby police agencies. At least
two patrol units will respond to situations that have the actual or
potential presence of any of the following factors:

a. An assault on an officer or requested assistance.

b. An on-scene arrest for a violent felony.

C. Resistance to arrest.

d. Use of force.

e. Any crime in progress.

f. A fleeing suspect.

g. Any domestic disturbance when the offender is still at the scene

or to standby while belongings are removed.



Any reports of unknown trouble.

Any auto accident involving injuries or in which the vehicles are
blocking moving lanes of traffic.

Disorderly crowd reports.

Alarm calls.

Disturbances involving intoxicated or disorderly suspects.

Open door/window calls or discoveries.

Any call where, in the judgement of the dispatcher or supervisor,
there exists a need to send two officers either because of the
known serious nature of the call or insufficient information, and
for the safety of the responding officers, two officers are

believed necessary.
(Ref: CALEA 81.2.5, Item E)

Supervisors who monitor an initial radio dispatch of a one-officer unit to
any of the situations listed above shall immediately respond themselves
or request another unit to be dispatched. Supervisors or responding
officers may request a back-up unit on initial dispatch for any situation
for which they know or suspect another officer may be needed.

(Ref: CALEA 81.2.5, Item E)

The presence of a patrol supervisor to assume command, conduct
investigations, and give direction shall be required at the scene of any
incident involving the following circumstances:

a.

Whenever a police officer uses force of any type to effect an
arrest and injury results.

A police vehicle is involved in an accident or an officer is
injured.

Any crime of violence that involves serious injury or death,
traffic fatality or any other death case.

Any arrest of a police officer or judge from this or another
jurisdiction, or any arrest of governmental officials (i.e., the
Mayor, Council member, legislator, etc.)

Note: This directive is not meant to discourage such arrest, but
to provide sufficient witnesses to verify information in
the arrest.

When any officer receives a complaint concerning questionable
conduct of a member of the North Police Department.



10.

11.

12.

13.

f. The termination of any police vehicle pursuit.

g. Whenever any officer thinks that a decision must be made by a
person with more authority than the requesting officer.
(Ref: CALEA 81.2.5, Item F)

The responsibility for enforcing traffic laws, parking regulations and
Town ordinances is shared by all officers.

Each shift is required to make at least one physical security check of
each home or other location for which a watch order has been issued.
The officer will check each window and door that can reasonably be
accessed by the officer. The officer will also check any out buildings or
vehicles at that location. If any problem is detected a supervisor will be
notified. All security checks and necessary comments will be logged by
the officer on the watch order at the end of each shift. Upon the
resident's return the completed watch order will be forwarded to the
Chief of Police.

Each shift will perform any assigned directed patrol at least once per
shift unless the Directed Patrol Order requires otherwise or if it is only
applicable during specific times. The officer will log his/her directed
patrol(s) on the Directed Patrol Order. Once the directed patrol period
expires the completed Directed Patrol Order will be forwarded to the
Chief.

During the period of the day shift rotation, patrol officers are to make
personal visits in as many businesses as is reasonably possible. The
purpose of these visits is for the officer to introduce him/herself, to meet
the owner/employee, to become familiar with the building layout and to
interact on an informal basis with citizens. Officers may sign out by
radio but will remain available for call by portable radio.

During the school year, day shift officers are strongly encouraged to
periodically eat lunch with the children in the cafeteria of the schools in
the Town limits.

Officers on patrol in residential areas are to be highly visible. Officers
are to make a friendly appearance and are encouraged to stop and talk
with citizens and children on an informal basis. At night officers may
patrol residential areas with their alley lights on to increase their
visibility so long as it does not create a traffic hazard. Officers must
attempt to patrol each residential area or subdivision at least twice per
shift. Officers are to check parks and recreational areas at least once
during each shift.



14.

15.

16.

17.

Officers assigned to night shift will conduct a minimum of two security
checks of each commercial location, church, school and other non-
residential location. Officers may use the alley lights, take down lights
and/or spotlight to check these locations. Officers are encouraged to
make foot patrols of areas that can be reasonably accessed but have their
vision obscured from the patrol vehicle. Officers are to be alert for signs
of criminal activity, suspicious circumstances, or fire.

Officers on the day shift will make at least one security check of each
commercial location, church, school and other non-residential location
on weekends and holidays when these locations are closed.

Night shift officers are to regularly check businesses that open after dark
in an effort to deter robberies and other criminal acts. Officers may
make these checks by riding by but at least one foot patrol should be
made of these locations per shift after 2300 hours. Officers will sign out
by radio and remain available for call by the portable radio.

All officers have the responsibility to serve as problem solvers as they
become aware of problems in the community. Officers are to resolve
those matters that are within their authority and make referrals to other
agencies as required.

Briefing

1.

Each shift the off-going shift supervisor shall physically meet with the
oncoming supervisor to brief him/her of any necessary or critical
information.

As soon as is practical, each officer shall be briefed on all pertinent
information by the supervisor. The supervisor of the shift shall ensure
that all officers comply with this directive and that all officers are
properly dressed and ready for duty.

During the briefing the officer shall read and initial the Patrol Pass-On
book that contains important information regarding daily patrol activity.
Particular attention will be given to unusual situations, and changes in
the status of wanted persons, stolen vehicles, and major investigations.

Officers must check their mail bins for notification of new directives or
changes in current directives prior to initiating patrol. Officers are
responsible for ensuring that their mail bin does not become cluttered.

Officers shall also review any NCIC messages.

Officers must check the teletype for late arriving messages that may not
have been posted in the pass-on book, and which may contain
information on wanted persons, missing persons, stolen vehicles, or
other information of a tactical nature.



7.

If applicable and if the Training Officer has scheduled roll-call training
for the shift, the sergeant will hold a roll call for the squad for the
purpose of training sometime during the shift.

(Ref: CALEA 41.1.3)

Meal Breaks

1.

Only one patrol officer at a time may take a meal break unless
specifically approved by the Chief. Unless otherwise approved, meal
breaks will be thirty minutes in length, not including reasonable travel
time (of approximately 5-8 minutes). Occasionally, when three patrol
officers are on duty the supervisor may allow two officers to eat at the
same time and/or at the same location.

Day shift officers may eat breakfast and lunch while on duty. The night
shift officers may eat dinner and an early breakfast (before 0500 Hrs.)
while on duty.

Officers are not allowed to take meal breaks during the rush hour
periods of 0730 - 0900 Hrs. and 1600 - 1830 Hrs. Monday through
Friday. When school is in session, officers will not be allowed meal
breaks between 1400 - 1500 Hours.

Officers are to request permission from the supervisor to take meal
breaks. Officers must sign out by radio and are to remain available for
emergencies by use of the portable radio, pager or cellular telephone.

In all cases, calls for service and other assignments by the supervisor
have priority over signing out for meal breaks. Supervisors are
responsible for the proper relief of officers for meals and comfort breaks
and to ensure that officers are available for call.

Officers are to eat at locations within or immediately adjacent to the
Town limits except for an officer's home or home of a family member
that is within a reasonable travelling distance. Before officers go to
homes outside the Town limits, they must first discuss this with their
supervisor and obtain permission.

Conduct of Field Interviews/Investigations

Field investigations of suspicious persons have been proven effective to deprive
actual and potential criminal offenders of some of their initiative to select the
time, place, and circumstances for the commission of crimes. All field
interviews should be documented, whenever possible. Although it is impossible
to outline all circumstances under which a Field Investigation Report should be
completed, the following should be considered as general guidelines for Field
Investigation Reports:



1. The United States Supreme Court has ruled that the civil liberties and
Constitutional Rights of individuals cannot be abridged in order to
document "suspicious behavior." Therefore, an individual cannot be
unreasonably detained or required to provide identification if the
individual is in a location (such as on a public street) where the public
has a reasonable right to be. Furthermore, an individual cannot be
deemed to be suspicious because of that individual's race, age, etc; i.e.,
a "black™ subject in a "white" neighborhood or a “white” subject in a
“black” neighborhood is not, in and of itself, a valid reason for a field
investigation to be conducted.

2. Notwithstanding Section 1 above, any individual may be requested to
provide information by a police officer, and that information may be
recorded on a Field Investigation Report.

3. If a subject has violated a law, or if there is a reasonable suspicion that
an individual has violated a law, that individual can be temporarily
detained for a reasonable amount of time (usually a few minutes) and
may be required to produce satisfactory proof of identification for later
follow-up. When a person is detained against that person's will, there
should be sufficient circumstances to consider the possible filing of
criminal charges (i.e., an individual trespassing on private property
during hours when there is a reasonable expectation that the person
should not be there at that time, and the person may not have permission
from the owner of the property to be present).

4. Any Field Investigation Report that in the reporting officer's opinion
merits immediate follow-up should be directed to the supervisor and the
Criminal Investigation Division for further action.

(Ref: CALEA 41.2.3)

Traffic and Parking Enforcement by Department Personnel

Since there is a close interrelationship between traffic enforcement and all other
law enforcement activities, all uniformed officers in the Department share the
responsibility for enforcement of traffic and parking laws and regulations as
specified in Chapter 7 of the Policy and Procedure Manual.

Investigations by Patrol Officers

1. In general, patrol officers shall conduct the preliminary
investigations of crimes reported to them.

2. Patrol officers are encouraged to conduct follow-up
investigations on cases once they complete their preliminary
investigations. These follow-ups may be conducted during their
undirected patrol time. Exceptions to this will be crimes that are
especially serious and or complex such as burglaries, murders,
sexual assaults, suicides, shootings, stabbings, kidnappings and
armed robberies.



3. Additionally, cases may be assigned to the patrol officer by the
sergeant or other supervisor for follow-up investigation.

4. Patrol officers have the authority to investigate and close cases
as provided in Chapter 8 of this manual.

Bond Hearings, Preliminary Hearings and Grand Jury

1.

Whenever a North Police Officer makes an arrest and initiates criminal
or traffic charges on an individual, the officer may permit another
officer to use a comprehensive written case file at preliminary hearings
in lieu of the arresting officer's appearance at the initial hearing.

The arresting officer shall be responsible to ensure that all required
reports, statements, petitions and/or warrants have been properly
completed to ensure the case may be prosecuted. The officer shall also
be responsible for liaison with the prosecutor's office in regards to any
potential problems in the case.

Unless the arresting officer has made arrangements for another officer to
present the case at the preliminary hearing, the arresting officer must
attend the hearing. Even if another officer is presenting the case, the
arresting officer may attend to monitor the presentation of the case to
the court. In cases involving assault on a police officer, resisting arrest,
or felony arrests of a serious crime of violence (such as sexual assault),
the officer should appear at the hearing.

The arresting officer will complete the Bond Hearing Request form for
the Municipal Judge, but may not use the form in lieu of actually
appearing before the judge at a bond hearing. The arresting officer is
responsible for making the judge aware of any important information
about the case or the defendant that may affect the bond decision. In
cases of serious assault on an officer or resisting arrest and in felony
arrests for a serious crime of violence, the arresting officer will talk to
the judge as well as complete the Bond Hearing Request form.

Unless requested otherwise by the Grand Jury or Solicitor's Office one
officer will be designated to present all North Police Department cases
before the Grand Jury. Ordinarily, this function will be handled by a
member of the Criminal Investigations Division; however, it may be
assigned to any officer.

(Ref: CALEA 13.1.5)



Patrol Vehicles

1.

Unless specifically approved by the Chief of Police, all police vehicles
used in routine or general patrol service shall be white with blue
stripe/s on each side. Each vehicle will be marked with "North Police"
decals on both the right and left sides, and "Police" on the front and on
the rear deck lid.

All patrol vehicles will be equipped with a mobile radio, blue lights,
siren, public address speaker, exterior spotlight, light bar with alley
lights or interior lights and protective screen or cage in proper working
operation. Each officer who operates a patrol vehicle shall have a
portable radio on the Department frequency to receive or transmit
emergency or routine messages. (Ref: CALEA 41.3.1)

All mobile radios and most portable radios are multi-channel, capable
of two-way operation on the Orangeburg Central frequency for
Municipal agencies, Orangeburg County Sheriff's Office frequency,
statewide regional frequency and other area agencies.

(Ref: CALEA 81.3.4)

Unmarked vehicles, except undercover vehicles, will be equipped with a
siren and emergency blue lights. (Ref: CALEA 41.3.2)

All patrol vehicles will be equipped with the following equipment:
a. First aid kit and bloodborne pathogens kit

b. Blanket/s

C. Fire extinguisher

d. Light sticks

e. Pry tool

f. Seatbelt cutter

g. Accident investigation kit to include a clipboard, a measuring
tape or measuring wheel, marking crayon, template and report
forms

h. Reflective traffic vest

i. Instamatic camera

J. Spare tire and jack (Ref: CALEA 41.3.3)



K.

Optional Equipment Supplied by the Officer

Officers can use the personally owned equipment listed below in the
police vehicle so long as it does not interfere with their duties and the
equipment is used legally. No equipment can be hardwired into the
car's electrical system unless approved by the Chief of Police. If
approved, the officer will have to pay the cost of installation by a
vendor designated by the Chief of Police. In lieu of hardwiring officers
can use a DC lighter plug to power the equipment. The equipment that
is approved is:

a. Cellular telephone
b. Scanner
C. Citizens band radio

Telephone Reporting

1.

Officers may take certain categories of reports from citizens by
telephone in lieu of an on-scene response when:

a. The incident is a misdemeanor or non-criminal event,

b. No injuries are involved,

C. Crime scene processing is not required,

d. The suspect is not at the scene; and,

e. The citizen agrees that it is acceptable to file the report by
telephone.

In all other cases the officer will respond.

A list of types of calls that can be reported by telephone is as follows:

a. Petty larcenies

b. Obscene, harassing or nuisance phone calls
C. Trespassing

d. Animal complaints

e. Vandalism (under $500 damage)
f. Breach of trust (under $1,000)

g. Traffic complaints



Auto break-in
Verbal disputes

Other calls if approved by a supervisor and acceptable to the
complainant/victim. (Ref: CALEA 81.2.14)

The primary responsibilities of the uniformed patrol are the protection of life
and property; preventive patrol; response to calls for service or assistance;
maintenance of social and civil order; reporting and ensuring the resolution of
hazardous situations; investigation of crimes, offenses, and incidents; and
promoting effective police and community relations.

1. Information Exchange

The Chief of Police will conduct a supervisor’s meeting weekly or at
times when the Chief deems necessary. Unless otherwise specified,
these meetings will take place each Tuesday.

2. All officers are to review the Town of North Police Department bulletin
board daily.

3. Each supervisor ending his/her tour of duty shall meet with the on-
coming supervisor for a briefing of any necessary or critical
information.

4. The on-duty supervisor is responsible for ensuring timely notifications

are made to the Chief of Police for incidents of the following nature:

a.

b.

Employee injury;

Accidents involving a Department vehicle;
Death (including suicide attempts);
Assault;

Robbery;

Burglary;

Sexual assault;

Any incident with news media interest;
Any incident involving the Town Officials

All other incidents the supervisor deems necessary.



M. Uniformed patrol officers will report for duty fifteen minutes prior to their
scheduled road assignment. This time will be used for the patrol shift roll-call
and will accomplish the following basic tasks:

1.

2.

Briefing of criminal activity since the previous tour of duty;

Notification of stolen vehicles from the area, wanted or missing persons,
major investigations, and events being held in the community;

Notification of any changes in schedule or regular patrol assignments;
Dissemination of any new directives or administrative orders;

Evaluation of officer’s readiness to assume patrol (equipment/uniform
inspection); and

Relevant training coordinated by the shift supervisor and training
officer.

While in a briefing status, officers should remain in a state of readiness
and should be available for immediate assignment, if necessary.

N. Security of Property

Uniformed patrol officers are responsible for ensuring that all property is safe
and secure. All officers of the patrol shift share this duty. The security of
property located in the Town of North should remain a priority when there are
no other calls for assistance or service.

Mark P. Fallaw
Chief of Police

Date
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l. Purpose

A field interview program may deprive actual or potential offenders of some of their
initiative in selecting the time, place, and circumstances for the commission of
crimes. The purpose of this policy is to establish guidelines for the temporary
detention of individuals engaged in suspicious activity.

Policy

It is the policy of the North Police Department to clearly indicate what constitutes a
valid field interview situation. This policy guards against the misuse of field
interviews and any subsequent adverse citizen reaction. This policy should be
construed as a supplement to procedures found in the Patrol Procedures policy and
should not be construed to contradict or supercede those contents.

(Ref: CALEA 41.2.1)

This policy does not prohibit an officer from approaching and talking with an
individual on the street. The usual test separating a ‘“street encounter” from an
“investigatory stop,” is whether the individual is detained. Street encounters do not
obligate an individual to comply with the officer’s request to remain stationary or
provide information.

Procedure
A. Justification for a Stop/Developing “Reasonable Suspicion”
1. Prior to making an investigatory stop of an individual, the officer must

first have “reasonable suspicion” that the individual has committed or
is about to commit a crime.



“Reasonable suspicion” can be determined by assessing all factors
involved. The following may be taken into account:

a. Personal knowledge and experience of officer;
b. Conduct/demeanor of suspect;
C. Elusive moves;

d. Attempts to flee; or

e. Time and place (i.e. nighttime, high crime area, near the scene
of a crime, etc.)

When the decision is made to stop an individual, the officer will notify
the supervisor that he/she will be stopping a suspicious person. The
officer will then give the location of the stop and a brief description of
the individual.

In order to effect a stop and enforce a period of brief detention, an
officer may employ that degree of force found necessary under the
circumstances, short of deadly force. The use of deadly force has no
place in an investigatory detention situation. This does not prevent the
officer from defending himself/herself when confronted with deadly
force.

The supervisor should dispatch one cover officer to back-up the
contact officer. No more than two officers should respond to an
investigatory stop. This does not prohibit other officers from
remaining in the general area should assistance become necessary.

The contact officer will attempt to positively identify the suspicious
person. When the cover officer arrives, he/she will maintain a
triangulated position with the individual. If the person is found to be
unlawfully on private property, the officer will complete an Incident
Report and issue a trespass warning. The cover officer should check to
see if the suspect has a prior trespass warning on file.

It is permissible to move the person a short distance, but only in the
following situations:

a. To afford better lighting;
b. To prevent a traffic hazard;
C. To avoid a hostile crowd; or

d. To order a subject out of a vehicle.



An individual may be detained for a reasonable period of time. Less
than 30 minutes can be considered reasonable under most
circumstances. However, this is a flexible standard and could be
extended if the initial stop was justified and the delay is reasonably
related to police investigation that will confirm or dispel the suspicion.

Generally, persons detained for brief questioning by officers who lack
probable cause to make an arrest, need not be warned of their rights
against compulsory self incrimination and to counsel until such time as
the point of arrest has been reached.

Authority to Frisk

1.

A protective pat down search of the outer clothing is permitted for
weapons only, after the following two criteria are met:

a. The individual has been stopped lawfully; and

b. The officer has a reasonable, articulable suspicion the
individual is armed and dangerous.

In justifying the frisk, the officer may consider such factors as:
a. The type of crime involved,;

b. The reputation of the person detained (as known by the officer
at the time of the frisk);

C. The time and place of stop;
d. Sudden movements; or
e. A bulge in the person’s pocket.

Officers must be prepared to articulate the specific grounds that
justified the frisk. The frisk should be confined to the suspect’s outer
clothing and should not be a deceptive means to search for evidence.
Officers should not routinely pat down suspects who are not under
arrest and are not reasonably believed to be armed.

If an officer lawfully pats down a suspect’s outer clothing and feels an
object whose contour or mass makes its identity immediately apparent
as contraband, the officer may seize the object and have it admitted
into evidence. This seizure is only permitted when the frisk remains
within the bounds of the weapons frisk mentioned previously.

A frisk may be extended to include unlocked and unsealed hand
carried items where the size and design permits easy access to possible
weapons.



C. Field Interview Report

Field Interview Reports may be documented to provide other officers,
investigators, and crime analysts with information concerning suspicious
persons and situations. The Field Interview Report should not exclusively be
used for documenting trespass warnings. A Field Interview Report can be
used to record important information concerning subjects, vehicles, etc.

1.

The Field Interview Report should be filled out clearly and
completely. Every effort should be made to acquire all necessary
information.

In the narrative section, the officer should document the specific,
initial justification for the investigatory stop. If a trespass warning was
issued, it should be documented.

If the stop was in reference to a particular case, the Incident Report
number should be recorded on the report.

An Incident Report will be completed on every individual arrested by
the Department.

All Field Interview Reports will be promptly returned to the supervisor
for processing before the end of shift.

Mark P. Fallaw
Chief of Police

Date
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l. Purpose

To establish and provide guidelines for assuring compliance with applicable
Constitutional requirements of persons during interviews and interrogations.

Policy

It is the policy of the North Police Department to ensure that the rights of all persons
during interviews and interrogations are protected as provided by the United States
Constitution and Supreme Court rulings.

Procedure

A. Custodial Advice of Rights (Miranda)

1.

Any subject placed under arrest, who is to be questioned, will be read
his/her rights as defined in Miranda v Arizona (382 US 436 at 444,
445.) Miranda Warnings are required before questioning by law
enforcement of any subject in custody. They are not required simply
because a subject is placed under arrest, and they are not required in
the purely non-investigative stage of a police prosecution. The Sixth
Amendment, right to counsel, attaches at the beginning of formal
proceedings against the accused. These critical stages include
indictment, arraignment, a lineup, etc.

Officers will read the following Miranda Warnings to the suspect(s)
from a printed Miranda Warning card or the Advice of Rights form
provided by the Department:

a. You have the right to remain silent;

b. Any statements made by you may be used as evidence against
you;



C. You have the right to the presence of counsel, and;

d. If you cannot afford counsel, an attorney will be provided to
you prior to questioning if so desired, at no cost to you.

Officers should never assume other officers have already given the
Miranda Warnings to a subject. It is better to personally give the
warnings to any suspect before interrogation.

If the subject in custody waives his/her rights under Miranda, an
Advice of Rights form should be signed by the subject and at least two
witnesses, whenever possible. A waiver of Miranda rights is sufficient
to waive Sixth Amendment Rights to counsel.

If the subject refuses to waive his/her rights and invokes his/her right
to remain silent, or right to counsel, questioning must stop
immediately.

If a subject invokes his/her right to remain silent, officers will not
attempt a second interview until a significant period of time has
elapsed (a two hour period of time has been held to be significant) or
the subject requests to be interviewed or provide officers with a
statement. In either case, officers will read the Miranda Warnings to
the subject again and document his/her willingness to answer
questions or provide statements.

The right to counsel is not a one-time right to consult counsel but is a
continuing right to have counsel present at any interview. For that
reason the subject is presumed to have invoked his/her right to counsel
for all subsequent attempts at interview as long as he/she remains in
custody. Arizona v Roberson, (486 US 675 1988.)

An arrested subject cannot use Miranda to refuse to answer certain
questions asked by law enforcement when the questions are of a
neutral nature such as routine booking questions (Pennsylvania v
Muniz, 496 US 582, 110 S. Ct. 2638, 1990.) Also, general
investigative questions such as asking if there are weapons present
and/or other initial on-scene information does not fall under the scope
of Miranda.

It has been ruled that the gathering of physical, non-testimonial
evidence does not constitute interrogation and therefore, Miranda does
not apply. Included in non-testimonial evidence are:

a. Fingerprints;

b. Blood or hair samples;

C. Sobriety tests;



10.

d. Handwriting samples, or
e. Voice exemplars.

When officers can justify the need to secure the safety of themselves
and/or others, no Miranda Warnings are required to be given prior to
asking a question, or limited questions, to accomplish this grave and
immediate goal (NY v Quarles, 467 US 649, 1984).

Interview and Interrogations

1.

No such statement or confession, verbal or written, shall be purposely
obtained except as provided by law within the U.S. Constitution,
Federal or State Case Law, or Statutory Law.  (Ref: CALEA 41.2.3)

Statements and/or confessions, verbal or written, will not be purposely
obtained until the suspect has been advised of his/her rights under
Miranda as outlined in Section A above.

Voluntariness remains one of the concerns of the courts in determining
whether a confession will be admissible at trial. The State bears the
burden of proof that any statement or confession was obtained from
the defendant voluntarily. This remains true even when the suspect
signs a Waiver of Rights form (State v Osborne, 392 US 68, 1949).

No form of threat, coercion, promise or any other means of
inducement will be used by any officer to obtain a confession or
statement (Brown v Mississippi, 297 US 278m 1936 and Harris v
South Carolina, 338 US 68, 1949).

Officers will have the suspect sign a Waiver of Rights form provided
by the Department whenever the subject has waived his/her rights and
is willing to make a statement of confession. This waiver will be
witnessed by at least two persons whenever possible.

Whenever feasible, statements will be handwritten by the suspect,
victim or witness. The writer on all pages will sign the statement. The
person writing the statement should initial the beginning paragraph
and ending paragraph, as well as any corrections on the page(s).

Any witness, victim or suspect writing a statement will be given a
copy of that statement.

If the suspect, witness or victim is illiterate or physically incapable of
handwriting a statement, the statement(s) may be received orally and
tape recorded or videotaped. Statements may include questions and
answer or narrative form of interview.



0. The Department will secure an interpreter whenever statements are to
be taken from any individual who does not speak English.

C. Delays and Pre-Trial Prejudice

1. Officers will not unnecessarily delay the arraignment or any other
hearing of any subject.

2. Officers will not make any pretrial statements or generate any pretrial
publicity that may tend to prejudice a defendant’s fair trial. Only the
Chief, or his designee, may release or cause to be released information
to the news media in accordance with this manual.

Mark P. Fallaw Date
Chief of Police
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l. Purpose

To acquaint police personnel with the lawful use of force.
To acquaint police personnel with the lawful use of non-lethal weapons.

To facilitate the documentation of relative essential facts on a Use of Force Report.

. Definitions

A. Deadly Force Any use of force that is likely to cause death or
serious physical injury.

B. Lethal Weapon An instrument, object or substance designed or used
in a manner to cause death or serious physical
injury.

C. Line Duty Regular assigned law enforcement duty.

D. Non-Lethal Force Any use of force that is not considered to be deadly
force.

E. Non-Lethal Weapon An instrument, object or substance not designed or
used in a manner to cause death or serious physical
injury.

F. Physical Force Any force required to overcome an assault or active

resistance to arrest, or to control or restrain the
movement of another, and which may result in, or is
alleged to have resulted in, death or injury.



Policy

Physical Injury As used in this procedure is defined as: any injury or
physical trauma.

Reasonable Belief The facts or circumstances an officer knows or
should know that would cause an ordinary and
prudent person to act or think in a similar manner
under similar circumstances.

Risk As used in this procedure is defined as: a significant
possibility, as contrasted with a remote possibility,
that a certain result may occur or certain
circumstances may exist.

Serious Physical Injury  An injury that creates a substantial risk of death;
causes serious, permanent disfigurement; or results
in long-term loss or impairment of the functioning
of any bodily member or organ.

Officers shall use only the force necessary to accomplish lawful objectives.
(Ref: CALEA 1.3.1)

A police officer may use necessary force for self-defense and/or
self-preservation while in the lawful execution of his/her duties; however, under
no circumstances shall a police officer use force other than that necessary to
effect lawful objectives.

An officer may use whatever force is reasonably necessary to overcome
resistance to a lawful arrest or to prevent escape. However, deadly force may not
be used solely to prevent escape or make an arrest for either a non-violent felony
or a misdemeanor offense.

Deadly force may be used only when the officer reasonably believes the action
is in defense of human life, including the officer's own life, or in defense of any
person in immediate danger of great bodily injury,

Officers shall use only the level of force necessary to accomplish lawful
objectives. The use of force must be discontinued when it becomes apparent to
the officer that the force is no longer needed or the use of force poses a threat
to innocent bystanders.

An officer may use deadly force against persons, including fleeing felons, only
when the officer reasonably believes such action is in defense of human life or
in defense of any person in immediate danger of serious physical injury or
death.

Officers shall provide or arrange for appropriate medical assistance for persons
against whom force was used. (Ref: CALEA 1.3.2)



IV.  Officer Responsibility

A. The use of force of a particular type and amount of force must be judged from
the officer’s perspective at the scene. The proper application of force requires
careful attention to the facts and circumstances known or available to the
officer involved at the time, including:

1. Whether the suspect poses an immediate serious threat to the safety of
the officer or others;

2. The severity of the crime committed; and

3. Whether the suspect is physically resisting arrest or merely attempting
to evade arrest by flight.

B. In an effort to accomplish lawful objectives, an officer may use a range of
options to obtain compliance. Officers are not restricted to these options or
this sequence.

1. Officer presence

2. Verbal requests/commands

3. Physical force that does not inflict pain

4, Physical force that inflicts pain

5. Non-lethal weapons (e.g., baton or Oleoresin Capsicum)

6. Physical strikes
7. Deadly force
V. Procedure
A The following shall apply whenever any officer's use of force to effect an arrest
results in injury or death, or an allegation of unnecessary use of force by police

personnel is made:

1. The Chief of Police or, if the Chief of Police is not available, the Acting
Chief, shall be contacted by the shift supervisor and shall be advised of

the following:

a. The nature of the force used or the nature of the allegation;

b. Any apparent injury and extent of injury to the person involved.
C. The circumstances of the incident whereby the use of force was

effected, or alleged to have been effected, and all known facts
relating to the incident.



VI.

2. In all cases in which an officer applies force through the use of non-
lethal weapons, applies physical force by use of the hands or by any
other means, that officer must immediately report the incident to his/her
supervisor. A written report must be filed by the officer by the end of
the current shift using the "Use of Force Report" and any additional
reports as required. This report must be filed whether or not injury or
death is caused. The report will be forwarded to the Chief of Police. The
facts shall be set forth in a comprehensive manner. The Chief of Police
will review the report and determine whether additional investigation is
required. (Ref: CALEA 1.3.6, Items C and D)

3. Additionally, if the officer has taken an action that results in, or is
alleged to have resulted in, injury or death of another person, the
involved officer and any other witnesses will submit sworn statements
as to the facts of the case. These reports will be forwarded directly to the
Chief of Police. (Ref: CALEA 1.3.6, Item B)

B. The officer in charge will immediately initiate an investigation of the
circumstances involved in any use of force incident. This investigation will
include a search of the immediate vicinity of the alleged use of force to locate
witnesses or to recover any evidential materials.

C. The investigating supervisor shall promptly route all reports to the Police Chief
with the findings, comments, and recommendations as to the propriety of the
force used. If additional investigation is required, the reports will be so noted.

D. When the use of force inflicts serious physical injury or if an injured subject is
admitted or treated at a medical facility, the Police Chief shall be immediately
notified and may respond to coordinate the investigation.

E. If a prisoner is suffering from an illness/injury requiring treatment, he/she shall
be sent to the hospital for examination. If necessary, the interview and
examination shall be conducted at the hospital.

F. When Oleoresin Capsicum is used, officers will be responsible for the
decontamination of subjects and/or seeking medical treatment before releasing
them to the appropriate detention facility. (Ref: CALEA 1.3.5)

Non-Lethal Weapons

Officers will only be issued weapons for which they have been trained and qualified.
While on duty, officers will carry and use only Department authorized weapons and
equipment for which they have been trained. Before issuance of weapons, officers
must demonstrate proficiency in the use of authorized weapons and must be issued
and trained on related policies. All issuance and instruction of weapons and related
policies shall be documented. Officers wishing to carry non-issued weapons must
acquire approval from the Chief of Police, be trained with the weapon and
demonstrate proficiency for each particular weapon. Unless previously authorized,
plain-clothes officers who are on-duty and in the public, will carry their weapons
concealed. Off-duty officers, in the public, will carry their weapons and insignia
concealed unless otherwise approved by the Chief of Police.



All non-lethal departmental approved weapons shall be used only in accordance
with the provisions of this procedure manual and as prescribed by approved
training.

Only Department approved non-lethal weapons may be carried and used by
officers. Department approved non-lethal weapons are the ASP Baton and
Oleoresin Capsicum. (Ref: CALEA 1.3.9, Item A)

A written Use of Force Report shall be made on every instance of use of force
by use of non-lethal weapons.

Officers will be issued the ASP baton and will be trained and certified in its
proper use. The ASP baton may be used when necessary in accordance with this
procedure and the procedure for, "Use of ASP baton and Oleoresin Capsicum."

All officers will be issued the Oleoresin Capsicum weapon and will be trained
and certified in its proper use. The Oleoresin Capsicum weapon will be carried
by all on-duty officers. The Oleoresin Capsicum weapon may be used when
necessary in accordance with this procedure and the procedure for "Use of ASP
baton and Oleoresin Capsicum."

No member will carry or use the following: brass knuckles; slappers; saps; sap
gloves; blackjacks, etc.

Any other weapon or tactic that is not departmental approved or for which
training is not provided is prohibited.

Oleoresin Capsicum

1. Officers who are issued Oleoresin Capsicum must first be trained and
certified in its proper use and will receive additional training on an
annual basis.

2. Officers shall visually inspect and vigorously shake the Oleoresin

Capsicum canister on a weekly basis to ensure proper function.

3. Officers shall test fire their Oleoresin Capsicum every three months to
ensure pressurization and spray pattern. Empty or defective canisters
shall be returned to the Department Training Officer and replaced
immediately.

4. After using Oleoresin Capsicum on a subject, decontamination
procedures shall be administered and documented as soon as safety
allows. If required, appropriate medical attention will be provided for
the subject or anyone involved.



VII.

Use of Force Review

Report and Review of Use of Force

A.

Officers will notify their supervisor immediately and shall submit a written
Incident Report and Use of Force Report prior to the end of the current shift of
any incident that involves the use of force or whereby specifically an incident
takes place in which:

1. An officer uses non-lethal force in a duty-related capacity. This does
not include practice, training, qualification, or competition unless the
use was a result of a safety infraction or carelessness.

2. The officer takes any action that results in, or is alleged to have
resulted in, any injury or death of an officer or another person.

3. Physical force was applied through the use of non-lethal weapons.
This does not include physical touching merely to guide or assist an
individual.

4, The officer is injured as a result of being assaulted, even though the

officer may have not used force against the assailant. A First Report of
Injury form should also be filed for duty related injuries where
worker’s compensation is applicable. If for any reason the officer is
unable to complete the report, the officer’s immediate supervisor shall
complete the report.

All Use of Force Reports will be forwarded immediately to the Chief of Police
for review. The Chief may order any additional investigation that may be
deemed necessary, convene the Use of Force Review Board and/or take
disciplinary action.

Upon order of the Chief of Police the Use of Force Review Board will convene
as soon as possible after the conclusion of an investigation involving the use of
force resulting in serious injury or death, by a Department member or as
otherwise ordered by the Chief of Police. This board will consist of the
following members of the Department:

1. The Chief’s designee (board chairperson).
2. The immediate supervisor of the police officer who used force.

3. The appropriate Non-Lethal Weapons or Unarmed Self-Defense
Training Officer.



D. The board will evaluate in detail and in fact-finding fashion each aspect of an
officer-involved use of force. Such evaluation will include:

1. A thorough review of all circumstances leading to the incident.

2. A thorough review of all investigative reports and witness statements
regarding the incident.

3. Hearing of direct testimony, if necessary, from officers and witnesses.

E. The board will make a finding whether the use of force was within policy, out
of policy, accidental or otherwise, and will make a confidential report to the

Police Chief.
(Ref: CALEA 1.3.7)

VIII.  Annual Analysis of Use of Force Reports

Annually, the Chief of Police will review and analyze all Use of Force Reports to
determine if patterns or trends indicate training needs or policy modifications.
(Ref: CALEA 1.3.13)

Mark P. Fallaw Date
Chief of Police



NORTH POLICE DEPARTMENT
Use of Force Report

Related Case Number:

Incident Information:
Officer:

Date of Incident: Time of Incident:

Location of Incident:

Type of Call/Circumstances/Situation:

Back-Up Officers:

**All officers using force will complete a separate form**

Witness/Witnesses other than Police Officer(s): Name:

Address: Phone:

Supervisor’s Name: At Scene:

If No, Was Supervisor Notified: Date: Time:

Subject Profile:
Name:

Sex: Race: Age: DOB:
Height: Weight: SSN:

Clothing Description:

Pre-existing Medical Conditions; such as asthma or other respiratory problems, heart
condition, skin lesions, eye conditions, pregnancy, etc.:

Subject Condition Prior to Altercation; such as influence of alcohol or drugs, mentally
deranged, enraged, other, unknown:

Specifics of Weapon(s):
Describe Any Weapon(s) Used Against Victim or Officers:

Specifics of Weapon(s) Used; such as Personal, OC, Baton, Firearm: (Describe Caliber,
Make, Model and Serial Number of Firearm, Lot and Expiration of OC Spray, etc.)

If OC Spray was Used, Describe Decontamination Process:




Injuries:

Was an Officer(s) Injured? If so, Type of Injury:
Medical Treatment Provided By:

Treated and Release Date: Time:
Was the Subject Injured? If so, Type of Injury:
Medical Treatment Provided By:

Treated and Release Date: Time:
Was a Victim Injured? If so, Type of Injury:

Medical Treatment Provided By:

Treated and Release Date: Time:

Transportation:
Was Subject Arrested? If so, Charges:

Destination: Time in Transit:

Mode of Transportation; (Police Vehicle, EMS, etc.)

Officer’s Narrative:

Date of Report: Time of Report:

Officer’s Signature:

Supervisor’s Signature:




Directive Type
General Order

Subject
Use of Deadly Force

Related Standards/Statutes/References/Policies

CALEA Chapter 1

Distribution
All Personnel

l. Purpose

North

Police Department

Effective Date Number

April 1, 2004 6.3.2
Amends/Supersedes
April 1, 2003

Re-Evaluation Pages

Annual 13

To clearly define Department policy regarding the use of deadly force.

1. Definitions

A. Deadly Force

B. Great Bodily Harm

C. Lethal Weapon

D. Line Duty

E. Non-Lethal Force

F. Non-Lethal Weapon

G. Physical Force

Any use of force that is likely to cause death or
serious physical injury.

As used in this procedure means any physical injury
that carries a substantial risk of death, permanent
incapacity, permanent disfigurement, or acute pain of
such duration as to result in substantial suffering.

An instrument, object or substance designed or used
in @ manner to cause death or serious physical
injury.

Regular assigned law enforcement duty.

Any use of force that is not considered to be deadly
force.

An instrument, object or substance not designed or
used in a manner to cause death or serious physical
injury.

Any force required to overcome an assault or active
resistance to arrest, or to control or restrain the
movement of another, and that may result in, or is
alleged to have resulted in, death or injury.



H. Physical Injury

l. Reasonable Belief

J. Risk

K. Serious Physical Injury

Policy

As used in this procedure is defined as: any injury or
physical trauma.

The facts or circumstances an officer knows or
should know that would cause an ordinary and
prudent person to act or think in a similar manner
under similar circumstances.

A significant possibility, as contrasted with a remote
possibility, that a certain result may occur or certain
circumstances may exist.

An injury that creates a substantial risk of death;
causes serious, permanent disfigurement; or results
in long-term loss or impairment of the functioning
of any bodily member or organ.

It is the policy of the North Police Department to use only that force that is necessary to

accomplish lawful objectives.

Officer Responsibility

A. The use of force of a particular type and amount of force must be judged from
the officer’s perspective at the scene. The proper application of force requires
careful attention to the facts and circumstances known or available to the
officer involved at the time including:

1. Whether the suspect poses an immediate serious threat to the safety of
the officer or others;

2. The severity of the crime committed; and

3. Whether the suspect is physically resisting arrest or merely attempting
to evade arrest by flight.

B. In an effort to accomplish lawful objectives, an officer may use a range of
options to obtain compliance. Officers are not restricted to these options or

this sequence.

1. Officer presence
2. Verbal requests/commands
3. Physical force that does not inflict pain

4, Physical force that inflicts pain

5. Non-lethal weapons (e.g. baton or Oleoresin Capsicum)



VI.

6. Physical strikes

7. Deadly force

Procedure
A. Officers shall use only the force necessary to accomplish lawful objectives.
(Ref: CALEA 1.3.1)
B. An officer may use deadly force only when the officer reasonably believes that
the action is in defense of human life, including the officer's own life, or in
defense of any person in immediate danger of great bodily harm.
(Ref: CALEA 1.3.2)
C. Deadly force shall not be used against a "fleeing felon" unless the conditions of
Section IV B above are met.
D. Warning shots are prohibited. (Ref: CALEA 1.3.3)
E. The killing of an animal is justified (1) for self-defense, (2) to prevent

substantial harm to the officer or another, or (3) when the animal is so badly
injured that humanity requires its relief from further suffering. Action taken
under item 3 requires approval by a supervisor.

Elements of Deadly Force and Use of Control Continuum

A

The three elements of the use of deadly force are:

1. Ability: The capability or means to cause great bodily harm or
death.

2. Opportunity: In a position to cause great bodily harm or death.

3. Jeopardy: An overt threatening move or gesture that could cause

great bodily harm or death.
All three elements must exist to justify the use of deadly force.

The use of control continuum represents the levels of control used by a police
officer. In ascending order, from lowest to highest, are:

1. Officer presence
2. Verbal directions/commands
3. Empty hand control and/or Oleoresin Capsicum

4. ASP Baton



5. Lethal Force

While officers should adhere to the use of force continuum there are many
variables that may affect an officer's decision to escalate or de-escalate the
level of control.

These variables are:

1. Officer's and subject's size and gender

2. Environmental conditions - one officer v. one subject, multiple officers
V. one subject, multiple subjects v. one officer, nighttime v. daytime,

number and type(s) of weapons involved, etc.

3. Reaction time - the time it takes to perceive a threat and then to react to
it physically.

4. Totality of circumstances - review of the above variables and examining
the relationship between each one or all together as they relate to the
situation at hand.

VII.  Acknowledgement

A.

Every officer shall be issued a copy of this procedure. They also shall be
instructed in the contents of this procedure by a review of the procedure by their
immediate supervisor. Newly hired officers shall be issued a copy of this
procedure, shall be instructed in this procedure by the training officer and shall
qualify in proficiency with their weapons before they are permitted to carry
their weapons in the line of duty. (Ref: CALEA 1.3.12)

A memorandum stating that officers have read and have been instructed in this
policy will be signed and placed in each officer's personnel jacket as indicated
in the following:

1. Upon initial issuance of this policy (for current police officers).

2. Upon initial employment (for newly hired officers).

VIII. Proficiency Training

A

Only officers who have demonstrated proficiency in the use of agency
authorized weapons will be approved to carry such weapons.

Proficiency training for firearms will include a safety briefing, a review of this
procedure concerning Deadly Force and qualification on a prescribed course of
fire.

The instruction and qualification of all weapons will be provided by a certified
firearms instructor.



Every officer will qualify with duty sidearms at least twice each calendar year
and once with any off duty weapon(s). It shall be the responsibility of the
Training Officer to schedule firearms qualification for all officers in accordance
with this procedure and to document the training and proficiency scores.

Every officer may qualify at least twice each year but must qualify at least once
with the Department approved shotgun. Such qualification will include, in
addition to proficiency in firing the weapon, familiarization with loading and
unloading the shotgun, safe handling of the shotgun, and the proper method to
remove the shotgun from the vehicle. It is the responsibility of the Training
Officer to schedule firearms training for all officers and to document the
training and proficiency scores.

In addition to qualification for proficiency, officers will be required annually to
achieve at least a 70% score to pass a written examination. This written exam
will cover the Department's use of force policies and procedures. This exam
will be administered by the training officer. (Ref: CALEA 1.3.10)

All weapons training shall be monitored by a certified weapons instructor who
will document the training and scores and make report to the training officer.
(Ref: CALEA 1.3.11, Items A and B)

Continued use of the weapon is conditional upon certified inspection and
successful proficiency qualification. Unsafe weapons will immediately be
removed from service until they are repaired and re-inspected.

Officers who fail to qualify with their weapons or to pass the written test
provided in this procedure shall not be authorized to carry such weapons until
they have successfully completed the remedial training under the instruction
of a certified weapons instructor, and may be required to re-test within 10
days of their failure. When any officer fails to qualify, the Chief of Police
must be notified and the officer must meet proficiency prior to resuming
official duties. Officers who continue to fail qualification with their weapon(s)
or the written test after this remedial training will be referred to the Chief of
Police for possible medical evaluation or disciplinary action.

(Ref: CALEA 1.3.11, Item C)

Authorized Firearms and Ammunition

Use of Firearms

A

The official Department issued handgun(s) is the Glock, model 19, 21, 22, 23
or 27, chambered to fire 9mm or .40 caliber ammunition respectively.
Approved shotguns are the Mossberg and Remington 870. Approved
ammunition for use in these shotguns is 00 buckshot or 1oz rifled slug.

Officers shall exercise due care in handling firearms.

The decision to use a firearm must be based on facts and the totality of the
circumstances known to the officer(s) involved.



Because any discharge of a firearm may constitute deadly force, warning shots
are prohibited.

Officers must use authorized firearms in performing their duties.

1. In situations where the officer has reasonable belief that deadly force
is justified, there is a high probability of striking the intended target,
and the discharge poses no substantial risks to the safety of the
officer(s) or innocent bystanders;

2. To kill an animal that is an immediate threat to any person or law
enforcement canine;

3. To kill a sick or injured animal for humanitarian reasons when all
other means have been exhausted. Officers must secure permission
from an animal owner when feasible.

4, For authorized practice, training, qualification or firearm competition

Officers in an on-duty or off-duty status shall carry only the Department issued
firearm or approved personal weapon and ammunition that has been approved
in writing by the Chief of Police and the Department firearms instructor.
Weapons of .38 or 9 mm caliber, double action may be approved for on-duty or
off-duty use. Authorized manufacturers of these weapons are Smith & Wesson,
Glock, Beretta, Colt, Sig Sauer, Heckler & Koch and Ruger. Weapons of .380
caliber may be approved for off-duty, secondary (back up) or special
assignment use by the Chief of Police. Authorized manufacturers of these
weapons are Heckler & Koch, Colt, Smith & Wesson, Beretta and Walther. On-
duty uniform officers must carry their sidearm in an approved security type
holster. Shotguns will be 12 gauge pump action with a minimum 18 inch barrel.
Authorized manufacturers are Remington and Smith & Wesson.

(Ref: CALEA 1.3.9, Item A)

The type and specification of ammunition approved for use, on-duty and off-
duty, will be as follows:

1. .38 caliber 158 grain +P
2. 9mm 115 grain +P+ JHP
3. .380 caliber 88 grain JHP

4. 12 gauge 00 Buck shot
Rifled slug 1 oz.

5. .40 caliber 155-180 grain JHP

This ammunition is the only type of ammunition approved for use, on-duty or
off-duty. (Ref: CALEA 1.3.9, Item B)



Before any weapon is used by any employee in the performance of their duty
and prior to carrying it on-duty or off-duty, the employee must submit the
weapon to a certified firearms instructor of the Department to be reviewed and
inspected for compliance with this procedure, proper operating condition and
safety. If approved by the instructor, he/she will complete the weapons request
form, qualify with the firearm and submit the request form to the Chief of
Police for final approval.

If at any time a weapon is found to be malfunctioning or otherwise unsafe, the
officer has the responsibility to immediately remove the weapon from service
and to notify his/her supervisor so that the weapon may be replaced until it is
repaired. Any supervisor has the responsibility to order an unsafe or
malfunctioning weapon to be immediately removed from service and will report
this to the Chief’s designee so that the weapon can be replaced until it is
repaired. Any weapon that is found to be unsafe or malfunctioning will not be
returned to service until inspected by a departmental, certified firearms
instructor. The Department will pay for all repairs of weapons owned by the
Department. Repairs of personally owned weapons will be the responsibility of
the individual officer. (Ref: CALEA 1.3.9, Item C)

An officer who is on off-duty status may, in the State of South Carolina, carry
a Department-issued or personal weapon and ammunition that has been
approved by the Chief of Police and a Department certified firearms
instructor. The officer must demonstrate his/her safe and proficient use with
this weapon during regular firearm qualification. An officer who elects not to
carry a handgun while off-duty, shall not be subjected to disciplinary action if
an occasion should arise in which he/she does not take action in an incident in
which he/she would have taken police action if he/she were armed. Off-duty
officers must carry their official identification at all times while carrying a
weapon. All weapons must be carried in a concealed manner unless in
uniform. Off-duty officers operating Department vehicles must be properly
armed. Officers who intend to consume alcoholic beverages will not carry a
firearm.

An officer may not carry a weapon in any other state under his/her commission
with the Town of North. This does not include on-duty officers who are on
lawful extradition missions. Neither does it preclude an off-duty officer from
carrying a weapon out of state so long as the officer conforms to the law of that
state.

The Training Officer will maintain a record on each weapon for each officer
which has been approved for official use on-duty or off-duty. This record will
include the type, description, model, serial number, owner or assignee's name,
names of approving officers, the course fired and qualification score. All
approvals are conditional upon periodic re-qualification as required by this
procedure. (Ref: CALEA 1.3.9, Item D)



X.

Procedure When Shots Have Been Fired

A

Whenever an officer discharges his/her firearm either accidentally or
intentionally, except as a proper part of a training exercise or during legal
hunting, the officer shall immediately:

1. Determine if any individual has been struck by the rounds fired,
determine the physical condition of any individual who has been
injured, render first aid when appropriate and notify EMS to respond.

2. Notify the Orangeburg County Dispatch Center or appropriate agency of
the incident, the location and request a supervisor from the Department
to respond. Also request that OCDC notify the Chief of Police of the
incident.

The officer will remain on the scene of the shots fired incident unless injured or
instructed otherwise by a supervisor. The supervisor is responsible for
preservation of the scene. The supervisor will take immediate custody of the
weapon used. Unless there are extenuating circumstances, the supervisor may
provide that officer with another weapon.

The responding supervisor will direct a crime scene investigation to include
statements from witnesses to the incident, determining where shots fired have
landed, and whatever photographs and physical evidence collection is
necessary and appropriate. The responding supervisor is authorized to call in
any resources necessary to conduct this investigation, including technical
assistance or manpower from other law enforcement agencies; i.e., SLED,
Orangeburg County Sheriff's Office, Orangeburg Solicitor's Office, etc.

The Chief of Police shall be notified immediately of all shots fired by any
police personnel in the Town of North or any shots fired by any North Police
Officer. The Chief of Police (or Acting Chief in his/her absence) will respond
and coordinate the investigation whenever an individual has been shot by a
North Police Officer. The Chief of Police will formally request an investigation
by SLED whenever injury or death occurs.

All officers involved in the incident will prepare a written Use of Force report
and sworn statement that completely and accurately sets forth all circumstances
surrounding the incident. The reports will be completed by the officer(s) who
actually used the force. A sworn statement will be given by all officers at the
scene and will be requested from any other witnesses. The ranking officer at the
scene is responsible for ensuring that these reports are filed before the end of
the officer's shift. If an officer is incapable of filing the reports at that time, the
officer will file the reports as soon as he/she is able to do so. These reports are
submitted anytime a firearm is discharged for other than training or recreational
purposes, whether accidentally or intentionally. This procedure is not intended
to document only the display of weapons by officers.

(Ref: CALEA 1.3.6, Item A)



The Use of Force report and sworn statement are to be completed in
accordance with this procedure whenever the officer's actions results in or is
alleged to have resulted in injury or death of another person.

(Ref: CALEA 1.3.6, Item B)

The Use of Force report is required anytime any force is actually applied using
any lethal or non-lethal weapon. (Ref: CALEA 1.3.6, Item C)

The Use of Force report is required anytime an officer uses physical force as
defined in "Use of Non-Lethal Force."” (Ref: CALEA 1.3.6, Item A)

The supervisor in charge of the investigation will also compose a confidential
report directed to the Police Chief. It will outline all actions taken in the
investigation of the incident, including an opinion of whether or not the shot(s)
fired were in accordance with the provisions of this procedure. A preliminary
draft of this report will be given to the Chief of Police within 24 hours of the
incident.

Officers involved in the shots fired incident should not discuss the case with
anyone except: (1) supervisory and investigative personnel involved in the
investigation; (2) the Town Attorney; (3) the officer's immediate family,
personal attorney (if any), psychologist or clergy member.

All other supervisors and members of the Department shall be guided by the
measures outlined in the "Release of Information™ procedure.

When an officer is involved in any use of force incident that results in death or
serious injury, the officer will be removed from duty upon completion of the
preliminary investigation and placed on administrative leave until the incident
has been reviewed by the Use of Deadly Force Review Board. This action will
be taken:

1. To protect the community's interest when officers may have exceeded
the scope of their authority in the use of deadly force.

2. To shield officers who have not exceeded the scope of their authority
with possible confrontations with anyone in the community.
(Ref: CALEA 1.3.8)

Administrative leave will be without loss of pay or benefits, and such leave
shall not be interpreted to imply or indicate that the officer has acted
improperly. While on administrative leave the officer must remain available at
all times for official departmental interviews and statements regarding the
incident, and may be subject to recall to duty at any time. The Chief of Police
shall be empowered to change administrative leave to administrative duty or to
suspension without pay at his/her discretion.



XI. Forcible Vehicle Stops

The use of a vehicle to force another vehicle to stop constitutes deadly force and
should be conducted in accordance with the Pursuit policy.

XIl.  Counseling Services

A.

In all cases where any person has been injured or killed as a result of the use of
deadly force by a North Police Officer or has otherwise been directly involved
in a traumatic, life threatening incident, the involved police officer may be
required to undergo a debriefing with a post trauma counselor as soon as
possible. The debriefing will be arranged by the Chief or Chief’s designee. The
purpose of this debriefing will be to allow the officer to express his/her feelings
and to deal with the moral, ethical, and/or psychological after-effects of the
incident. The debriefing will not be related to any departmental investigation of
the incident and nothing discussed in the debriefing will be reported to the
Department without the voluntary permission of the involved officer. The
debriefing session will be provided by the Department.

In all cases where any person has been injured or killed by a North Police
Officer or the officer has been involved in a traumatic incident, the involved
officer and his/her family will have the services of the Department chaplain
available to them. The purpose of this offer is to provide the officer and/or
his/her family with a source of professional consultation to aid them as a family,
with potential moral and ethical after-effects of the incident. The consultation
sessions will be protected by privileged relationship as applicable. Also, if
approved by the Chief of Police, the officer's family may be provided access to
a post trauma counselor.

XIIl.  Use of Force Review

A.

All Use of Force reports will be forwarded immediately to the Chief of Police
for review. The Chief may order any additional investigation that may be
deemed necessary, convene the Use of Force Review Board and/or take
disciplinary action.

Upon order of the Chief of Police, the Use of Force Review Board will convene
as soon as possible after the conclusion of an investigation involving the
discharge of a firearm or other use of deadly force by a Department member or
as otherwise ordered by the Chief of Police.

The Use of Force Review Board will consist of the following members of the
Department:

1. The Chief’s designee (board chairperson).
2. The immediate supervisor of the police officer who used the force.

3. A certified weapons instructor of the type weapon used.



C. The board will evaluate, in a fact-finding fashion, each aspect of an
officer-involved shooting or other use of force. Such evaluation will include:

1. A review of all circumstances leading up to the incident.

2. A review of all investigative reports and witness statements regarding
the incident.

3. Hearing of direct testimony, if necessary, from officers and witnesses.

D. The Board will make a confidential report of their findings to the Police Chief.
(Ref: CALEA 1.3.7)

Mark P. Fallaw Date
Chief of Police



NORTH POLICE DEPARTMENT
Use of Force Report

Related Case Number:

Incident Information:
Officer:

Date of Incident: Time of Incident:

Location of Incident:

Type of Call/Circumstances/Situation:

Back-Up Officers:

**All officers using force will complete a separate form**

Witness/Witnesses other than Police Officer(s): Name:

Address: Phone:

Supervisor’s Name: At Scene:

If No, Was Supervisor Notified: Date: Time:

Subject Profile:
Name:

Sex: Race: Age: DOB:
Height: Weight: SSN:

Clothing Description:

Pre-existing Medical Conditions; such as asthma or other respiratory problems, heart
condition, skin lesions, eye conditions, pregnancy, etc.:

Subject Condition Prior to Altercation; such as influence of alcohol or drugs, mentally
deranged, enraged, other, unknown:

Specifics of Weapon(s):
Describe Any Weapon(s) Used Against Victim or Officers:

Specifics of Weapon(s) Used; such as Personal, OC, Baton, Firearm: (Describe Caliber,
Make, Model and Serial Number of Firearm, Lot and Expiration of OC Spray, etc.)

If OC Spray was Used, Describe Decontamination Process:




Injuries:

Was an Officer(s) Injured? If so, Type of Injury:
Medical Treatment Provided By:

Treated and Release Date: Time:
Was the Subject Injured? If so, Type of Injury:
Medical Treatment Provided By:

Treated and Release Date: Time:
Was a Victim Injured? If so, Type of Injury:

Medical Treatment Provided By:

Treated and Release Date: Time:

Transportation:
Was Subject Arrested? If so, Charges:

Destination: Time in Transit:

Mode of Transportation; (Police Vehicle, EMS, etc.)

Officer’s Narrative:

Date of Report: Time of Report:

Officer’s Signature:

Supervisor’s Signature:




North
Police Department

Directive Type Effective Date
General Order April 1, 2004
Subject

Use of ASP Baton and Oleoresin Capsicum

Related Standards/Statutes/References/Policies

CALEA Chapter 1

Distribution Re-Evaluation
All Personnel Annual

l. Purpose

Number
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April 1, 2003

Pages

To outline Department policy regarding a police officer's use of the ASP baton or the

Oleoresin Capsicum weapon.

Il. Policy

A. It is the policy of the North Police Department that its officers use only the
force necessary to accomplish lawful objectives. (Ref: CALEA 1.3.1)

B. A police officer shall use weapons only in the lawful execution of his/her duties
to:

1. Defend him/herself in the event of attack.

2. Protect citizens from attacks by others.

3. Attempt to control an assailant when in close quarters.
4. Effect an arrest when resistance is encountered.

C. When it becomes necessary to use the ASP baton or Oleoresin Capsicum
weapon in an arrest situation, officers shall use only that force that is necessary
to effect the arrest, defend themselves and/or others or to control a subject.

1. Procedure

A The authorized weapons for the North Police Department are the ASP Baton

and Oleoresin Capsicum weapons.

(Ref: CALEA 1.3.9, Item A)



Prior to carrying any of these authorized weapons, the weapon must be
inspected and approved by a qualified instructor for that particular weapon.
The instructor or any supervisor who inspects a weapon and finds it to be
unsafe is responsible for ordering that it be removed from service until it can
be repaired or replaced. The Chief will be notified by the instructor or the
supervisor who discovers an unsafe weapon. Officers must complete the
required training before carrying any weapon.  (Ref: CALEA 1.3.9, Item C)

Only officers who have demonstrated proficiency to the appropriate certified
weapons instructor will be authorized to carry that authorized weapon.
(Ref: CALEA 1.3.10)

The Training Officer is responsible for maintaining a record in the training file
for each officer that the officer is certified to carry the indicated or authorized
weapon(s). (Ref: CALEA 1.3.9, Item D)

The ASP police baton will be issued to all officers who have successfully
completed an 8-hour training course administered by a certified instructor.

Each officer who has been issued an ASP baton will be required to successfully
complete a 4-hour re-certification course annually.

The Oleoresin Capsicum weapon will be issued to all officers and all officers
must successfully complete a 4-hour training course administered by a certified
instructor.

Each officer will be required to successfully complete a 2-hour re-certification
course annually. (Ref: CALEA 1.3.9, Item A)

All such training shall include procedures for rendering appropriate medical aid
as may be required after the use of these weapons. Medical aid procedures
includes on-scene first aid by the officer, decontamination by officer when
Oleoresin Capsicum is used, requesting Orangeburg County EMS response or
transportation to a medical facility by an officer when approved by a supervisor
and the injury appears to be non-life threatening. (Ref: CALEA 1.3.5)

Annually, each officer is required to receive in-service training on the
Department's use of force policy and demonstrate proficiency with any
approved weapon the officer is authorized to use. (Ref: CALEA 1.3.11)

The proficiency training must be provided by a certified weapons instructor for
that particular weapon. (Ref: CALEA 1.3.11, Item A)

The training and proficiency will be documented in the Department's training
file as outlined in the Training Procedure section in Chapter 3 of this manual.
(Ref: CALEA 1.3.11, Item B)



M. If an officer is unable to qualify with a weapon, the instructor may immediately
retest the officer. If the officer still cannot qualify, the officer will immediately
report to the Chief of Police. The Chief will determine whether the officer may
return to duty without the weapon until remedial training and qualification is
completed. The Chief will direct the Training Officer to have a certified
instructor conduct the remedial training and qualification within ten days. The
Chief may determine that failure to qualify is grounds for disciplinary action.

(Ref: CALEA 1.3.11, Item C)

Mark P. Fallaw Date
Chief of Police
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l. Purpose

The purpose of this policy is to provide officers with guidelines for the proper use and

care of soft body armor.

Il. Policy

It is the policy of the North Police Department to maximize officer safety through the
use of body armor in conjunction with the practice of prescribed safety procedures.
While body armor provides a significant level of protection, it is not a substitute for

sound, basic safety procedures.

1. Procedure
A. Issuance of Body Armor

1. All officers shall be issued body armor unless the officer desires to use
his/her own body armor. The body armor must be approved by the
Chief of Police.

2. Body armor that is worn, damaged or out of warranty shall be replaced
by the Department. Body armor that must be replaced due to misuse or
abuse shall be paid for by the officer.

3. When an officer terminates his/her employment, the Chief of Police

may allow the officer to purchase his/her issued vest for an established

price.

Number

6.5.1

Amends/Supersedes

April 1, 2003

Pages



B.

Use of Body Armor

1.

All officers engaged in street police duties are required to wear body
armor unless exempted by this policy. All officers assigned or engaged
in special tactics, service of warrants, traffic checkpoints, other special
assignments or assignments or duties as required by the Chief must use
body armor. This includes off-duty police related employment by an
officer in uniform.

An officer may be exempt from wearing body armor under any of the
following circumstances:

a. When a physician states, in writing, that an officer has a medical
condition that would preclude use of body armor; or

b. When the officer is involved in undercover or plain clothes work
that the officer's supervisor determines would be compromised
by use of body armor; or

C. When the officer is assigned to perform an administrative
function that usually involves no patrol or response to patrol
situations; or

d. During training, except when specified otherwise by the
instructor or the Training Officer; or

e. When the Chief of Police determines an exemption is
appropriate due to an exceptional circumstance; i.e. on day shift
when the temperature is excessive, etc.

Officers shall wear only Department approved body armor.
On those occasions when exempted from wearing soft body armor, the

officer must have his/her personal armor ready at hand and within
reach in his/her vehicle. (Ref: CALEA 41.3.6)

Inspections of Body Armor

Supervisors shall be responsible for ensuring that body armor is worn and
maintained as required by this policy.

Care and Maintenance of Body Armor

1.

Each officer is responsible for the proper storage and daily inspection of
his/her body armor for signs of damage and general cleanliness.

When off-duty, the officer shall store his/her body armor in accordance
with the manufacturer's instructions.



3. Each officer shall be responsible for cleaning personal body armor in
accordance with the manufacturer's instructions.

4. Officers are responsible for reporting, in writing, any damage or wear to
the ballistic panels or cover to the officer's immediate supervisor. The
supervisor will then notify the Chief of Police.

Mark P. Fallaw Date
Chief of Police
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l. Purpose

To delineate the basis and limits of authority for the North Police Department.

To define the basis and guidelines for the use of discretion by members of the North
Police Department.

Policy

Much of the authority and discretion possessed by police officers is broad in scope,
with the inherent ability to deprive individuals of their two most precious possessions -
their freedom and their lives. Officers must always be vigilant to exercise caution to
avoid the misuse or abuse of these powers. Officers have a choice of a number of
alternatives to handle situations, and only through training and conscientious
application of these techniques can a police officer balance the rights of individuals
with the rights of our society.

Procedure
A Legally Mandated Authority

1. The Federal Constitution, SC Constitution and SC Code of Laws
defines the scope and limits of law enforcement authority as it pertains
to the enforcement of laws, statutes and ordinances.

2. SC Code of Laws 5-7-30 and 5-7-110 vests law enforcement officers
with the authority to enforce the laws of the State and the ordinances of
the jurisdiction in which they are appointed. It authorizes the
municipality to appoint police officers.

3. The Municipal Code of the Town of North authorizes and establishes
the Police Department and its authority to enforce the laws of South
Carolina and the ordinances of the Town of North.



North Police Officers are vested with the authority and responsibility to
enforce all of the criminal and traffic laws of the State of South Carolina
and the ordinances of the Town of North within the corporate limits of
the Town of North and any property owned, leased or controlled by the
Town of North. Other police powers outside the Town limits are limited
to hot pursuits in the county in which they are initiated, arrests for
felonies and actions as part of mutual aid agreements and metro narcotic
agreements.

(Ref: CALEA 1.2.1)

B. Use of Discretion

1.

Discretionary power is the power of free decision, or latitude of choice
within certain legal bounds. When this power is poorly exercised,
discretionary power may be viewed by the public as favoritism, bias or
corruption. Therefore, it is imperative that officers use consideration
when exercising discretionary power for the goals and objectives of
the Department, the best interests of the public they serve, any
mitigating circumstances, and the volatility of the situation at hand.
Officers must not solely allow a subject's attitude to dictate their use of
discretion.

Generally, officers may exercise discretion of alternatives to arrest in
misdemeanor offenses where a warrant has not yet been issued, but no
discretion is allowable in felony offenses or in crimes of violence where
probable cause exists. Officers who need guidance in exercising
discretion should refer to procedures or contact a supervisor for
assistance.

Officers should not exercise discretion in instances that allow a violation
of law to continue. (Ref: CALEA 1.2.6)

C. Alternatives to Arrest

1.

The power of arrest granted to police officers is one of the alternatives
available to them under circumstances that require some form of police
action. Additional alternatives that are effective and still allow an officer
an alternative to arrest are issuing a summons in lieu of arrest or
summons after arrest without warrant.

a. Use of the State Uniform Traffic Citation is permitted in lieu of
obtaining an arrest warrant for traffic offenses, a number of
designated State criminal law offenses and municipal violations
under SC Code of Laws 56-7-10. The Uniform Traffic Citation
should be used in all offenses where allowed by SC Code of
Laws 56-7-10.



Under the provisions of SC Code of Laws 56-7-10, the officer
shall cite and release offenders except in cases where an arrest is
necessary to prevent further violence, protect human life or to
quell a disturbance, the violation is a General Sessions offense,
the offense is driving under the influence, criminal domestic
violence, assault and battery, possession of illicit drugs,
shoplifting, resisting arrest, driving under suspension and in any
case in which the subject cannot be properly identified. Any
exception to this procedure must first be approved by the
supervisor and must be made for good cause.

Cases involving juvenile traffic offenders shall be set before an
adult court of appropriate jurisdiction as provided in SC Code of
Laws 20-7-410.

Subjects shall not be arrested solely because of minor traffic
violations, ABC violations, open container, and similar minor
offenses where a citation may lawfully be used in lieu of
custodial arrest.

The Non-Resident Violators Compact (NRVC) provides a
procedure whereby a non-resident receiving a traffic citation in a
NRVC member state must fulfill the terms of that citation or
face the possibility of license suspension in the motorist's home
state until the terms of the citation are satisfied.

In lieu of formal action, an officer may exercise discretion and choose
informal action to solve the problem, such as referral, informal
resolution, and warning.

a.

Referrals - The officer shall offer referrals to other agencies and
organizations when, in his/her discretionary judgment, it is the
most reasonable alternative for the offender and the violation.

Informal Resolution - An officer, at his/her discretion, may offer
informal resolutions to situations and conflicts when in the
officer's judgment they can be adequately resolved by use of a
verbal warning, informing the proper agency or organization,
advising parents of juvenile activity, etc.

Warnings - A warning may be issued by an officer when, in
his/her discretionary judgment, it is the most reasonable
alternative for the offender and the violation. Attitude alone
should not be the deciding factor in whether an officer gives a
subject a warning.



3. Release without charges

If someone is arrested on probable cause and further investigation by the
arresting officer determines that sufficient probable cause no longer
exists, a supervisor will be immediately notified. Once determined, the
municipal judge shall be notified and the suspect must be released as
soon as possible. If possible, a Waiver of Liability form should be
signed by the suspect. Under no circumstances should the suspect's
release be contingent upon signing the form.

It is imperative that in these situations, a detailed report of arrest is
completed outlining the events that led to the probable cause for the
arrest.

In all such cases the Chief of Police or his/her designee shall be

immediately notified. (Ref: CALEA 1.2.5)
Oath of Office
1. Each Department member, prior to assuming sworn or non-sworn

status, is required to take an Oath of Office to enforce the law and
uphold the Constitution of the United States, the Constitution of the
State of South Carolina, and the ordinances and resolutions of the Town
of North.

2. This oath will be administered orally by the Chief of Police or the
Chief’s designee and a signed copy will be placed in the officer's
personnel file.

(Ref: CALEA 1.1.1)

Canons of Police Ethics/Law Enforcement Code of Ethics

The North Police Department subscribes to the Canons of Police Ethics and
Law Enforcement Code of Ethics as adopted by the International Association of
Chiefs of Police. All sworn officers are expected to abide by the code and
canons of ethics at all times. (Ref: CALEA 1.1.2)

LAW ENFORCEMENT CODE OF ETHICS

AS A LAW ENFORCEMENT OFFICER, my fundamental duty is to serve
mankind; to safeguard lives and property; to protect the innocent against
deception, the weak against oppression or intimidation, and the peaceful against
violence or disorder; and to respect the Constitutional rights of all persons to
liberty, equality, and justice.



I WILL keep my private life unsullied as an example to all; maintain
courageous calm in the face of danger, scorn, or ridicule; develop self-restraint;
and be constantly mindful of the welfare of others. Honest in thought and deed
in both my personal and official life, | will be exemplary in obeying the laws of
the land and the regulations of my Department. Whatever | see or hear of a
confidential nature or that is confided to me in my official capacity will be kept
ever secret unless revelation is necessary in the performance of my duty.

I WILL never act officiously or permit my personal feelings, prejudices,
animosities, or friendships to influence my decisions. With no compromise for
crime and with relentless prosecution of criminals, | will enforce the law
courteously and appropriately without fear or favor, malice or ill will, never
employing unnecessary force or violence and never accepting gratuities.

I RECOGNIZE the badge of my office as a symbol of public faith, and I accept
it as a public trust to be held so long as | am true to the ethics of the police
service. | will constantly strive to achieve these objectives and ideals, dedicating
myself before God to my chosen profession, law enforcement.

CANONS OF POLICE ETHICS
Acrticle I. Primary Responsibility of Job

The primary responsibility of the police service, and of the
individual officer, is the protection of the people of the United
States through the upholding of their laws; chief among these is
the Constitution of the United States and its amendments. The
law enforcement officer always represents the whole of the
community and its legally expressed will and is never the arm of
any political party or clique.

Article 11. Limitations of Authority

The first duty of law enforcement officers as upholders of the
law is to know its bounds upon them in enforcing it. Because
they represent the legal will of the community, be it local, state,
or federal, they must be aware of the limitations and restrictions
which the people, through law, have placed upon them. They
must recognize the genius of the American system of
government which gives to no person, groups of persons, or
institution absolute power; and they must insure that they, as
prime defenders of that system, do not pervert its character.



Article I11.

Article IV.

Article V.

Article V1.

Duty to be Familiar with the Law and with Responsibilities of
Self and Other Public Officials

Law enforcement officers shall assiduously apply themselves to
the study of the principles of the law which they are sworn to
uphold. They shall make certain of their responsibilities in the
particulars of their enforcement, seeking aid from their superiors
in matters of technicality or principle when these are not clear to
them; they will make special effort to fully understand their
relationship to other public officials, including other law
enforcement agencies, particularly on matters or jurisdiction,
both geographically and substantively.

Utilization of Proper Means to Gain Proper Ends

Law enforcement officers shall be mindful of their responsibility
to pay strict heed to the selection of means in discharging the
duties of their office. Violations of law or disregard for public
safety and property on the part of an officer are intrinsically
wrong; they are self-defeating in that they instill in the public
mind a like disposition. The employment of illegal means, no
matter how worthy the end, is certain to encourage disrespect for
the law and its officers. If the law is to be honored, it must first
be honored by those who enforce it.

Cooperation with Public officials in the Discharge of their
Authorized Duties

Law enforcement officers shall cooperate fully with other public
officials in the discharge of authorized duties, regardless of past
affiliation or personal prejudice. They shall be meticulous,
however, in assuring themselves of the propriety under the law
of such actions and shall guard against the use of their office or
person, whether knowingly or unknowingly, in any improper or
illegal action. In any situation open to question, they shall seek
authority from their superior officers, giving them a full report
of the proposed service or action.

Private Conduct

Law enforcement officers shall be mindful of their special
identification by the public as upholders of the law. Laxity of
conduct or manner in private life, expressing either disrespect
for the law or seeking to gain special privilege, cannot but reflect
upon the police officer and the police service. The community
and the service require that the law enforcement officer lead the
life of a decent and honorable person. Following the career of a
police officer gives no person special prerequisites. It does give
the satisfaction and pride of following and furthering the



Article VII.

Article VIII.

Article IX.

unbroken tradition of safeguarding the American republic. The
officer who reflects upon this tradition will not degrade it.
Rather, they will so conduct their private life that the public will
regard them as an example of stability, fidelity, and morality.

Conduct Toward the Public

Law enforcement officers, mindful of their responsibility to the
whole community, shall deal with individuals of the community
in a manner calculated to instill respect for its laws and its police
service. Law enforcement officers shall conduct their official life
in a manner such as will inspire confidence and trust. Thus, they
will be neither inspired nor subservient, as no individual citizen
has an obligation to stand in awe of them nor a right to
command them. The officers shall give service where they can
and require compliance with the law. They will do neither from
personal preference or prejudice but rather as duly appointed
officers of the law discharging their sworn obligation.

Powers of Arrest

Law enforcement officers shall use their powers of arrest strictly
in accordance with the law and with due regard to the rights of
the citizens concerned. Their office gives them no right to
prosecute the violator nor to mete out punishment for the
offense. They shall, at all times, have a clear appreciation of
their responsibilities and limitations regarding detention of the
violator; they shall conduct themselves in such a manner as will
minimize the possibility of having to use force. To this end they
shall cultivate a dedication to the service of the people and the
equitable upholding of their laws, whether in the handling of law
violators or in dealing with the law-abiding.

Gifts and Favors

Law enforcement officers, representing government, bear the
heavy responsibility of maintaining, in their own conduct, the
honor and integrity of all government institutions. They shall,
therefore, guard against placing themselves in a position in
which any person can expect special consideration or in which
the public can reasonable assume that special consideration is
being given. Thus, they should be firm in refusing gifts, favors,
or gratuities, large or small, which can, in the public mind, be
interpreted as capable of influencing their judgment in the
discharge of their duties.



Article X.

Article XI.

Presentation of Evidence

Law enforcement officers shall be concerned equally in the
prosecution of the wrongdoer and the defense of the innocent.
They shall ascertain what constitutes evidence and shall present
such evidence impartially and without malice. In so doing they
will ignore social, political, and all other distinctions among the
persons involved, strengthening the tradition of the reliability
and integrity of an officer's word. Law enforcement officers
shall take special pains to increase their perception and skill of
observation, mindful that in many situations theirs is the sole
impartial testimony to the facts of a case.

Discharge of Duties

Law enforcement officers shall regard the discharge of their
duties as a public trust and recognize their responsibility as
public servants. By diligent study and sincere attention to
self-improvement, they shall strive to make the best possible
application of science to the solution of crime and, in the field of
human relationships, strive for effective leadership and public
influence in matters affecting public safety. They shall
appreciate the importance and responsibility of their office; hold
police work to be an honorable profession rendering valuable
service to their community and their country.

Mark P. Fallaw
Chief of Police

Date
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l. Purpose

To establish procedures for lawful arrests with and without warrants.

Il. Policy

It is the policy of the North Police Department to make lawful arrests and to adhere to
the procedures imposed by the U.S. Constitution, the U.S. Supreme Court, the lower

courts and the Constitution and laws of the State of South Carolina.
Il. Definitions

A. Arrest

To deprive a person of his liberty, by legal authority, for the purpose of holding
or detaining him to answer a criminal charge. Arrest involves: (1) the authority
to arrest; (2) the assertion of that authority with the intent to effect an arrest; (3)

and the restraint of the person to be arrested.

B. Probable Cause

Facts and circumstances exist within the arresting officer's knowledge and are
sufficient to warrant a reasonable law enforcement officer in believing that a
crime has been or is being committed and the person to be arrested committed it

or is committing it.

C. Reasonable Suspicion

Specific and articulable facts that give rise to a reasonable suspicion by the

officer that the subject may be involved in criminal activity.



V. Procedure
A. Jurisdiction

1. As a general rule, a municipal police officer has no authority to arrest
outside the boundaries of the town for which he/she was appointed. (SC
Code of L